
STATE OF CALIFORNIA

DEPARTMENT OF,CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
AREA PROCEDURES AND LOCAL ORDERS

DATE

05t12/2008CHP 4538

INSTRUCTIONS: lndicate items revieWed by placing a check in the "Evaluated" box and/or the "Action Required" boxr lf ll'ris
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the tnformation

can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,

accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired, : , ,: l

EVALUATED BY

J. Gillespie, #13979

TYPE OF EVALUATION

! Formal Evaluation M lnformal Evaluation

susPENsED^f7

FOLLOW.UP REOUIRED

! yes M tto

! Correction Report

BY

wetueteo /
5-12-08

ACTION REOUIRED CORRECTED

a. Does SOP contain only local procedures essential to Area? M Y"t !No

b. Conflicts between Division SOP and Area SOP? ,E Yes Øno

c. SOP available for review? M Y"" Eruo

(1) Is it current? M Yes Iruo

(2) Are orders necessary? M Yes Eruo

(3) Does SOP provide reference to, yet avoid duplication of departmental policy? ñn v"s Eruo

(4) Conflict between SOP and departmental policy? E Yu" Øruo

(5) Orders clear and concise? .M ves Iruo

(6) ls table of contents currenVeffective? M Yes E tlo

(7) Logical division of material?

(8) What system is used to assure each Area employee has read SOP?

MY"s I ruo

Area employees read the SOP upon repot'ting to the

faciliry. Any changes made to the SOP are briefed to keep employees cun'ent.

(9) Effective numbering and index system? M Yes !No
(10) Position descriptions utilized in place of individual names? M ves Iruo

(1 1) How are SOPs distributed? Copies in Lieutenant's office, clerical office, enfolcement office, also, Area SOP is available for

leview on the LAN system. Al1 employees have lead-only access to the copy on the LAN s)'stem,

(a) Are they readily available? M ves Ino
(12) Who is responsible for revieMrevision? Sergeants

(13) How often is SOP reviewediupdated? Quarterly
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a. Oth'er methods utilized by commander to provide written ihstructions to Arèa personnel? Briefing items, email

a. Are ccjmmander and staff aware of contents of HPM 10.7, Injury and lllness Case Management Manual;
Chapter 8, relating to limited duty? ly'l ves Iruo

b. What types of duties are assigned to those on limited duty? Operate scalelread, phoxes, assist clerical; o,thel rrtisccllaneotrs

non-enforcement duties tlrat ma¡, alise and ale consistant with the employee's l'estrictìonss

c. How rna¡y employees are currently on limited duty status? 1

a. What methods does Area use to report highway defects? Direct cornmunication with CalTrans.

b. Are Area.personnel aware of procedures in HPM 10.4, Citizens'Complaint lnvestigations Manual? .'M Yes ! t¡o

(1) What ,procedure'is followed for receiving citizen's complaints? Refer complainant to a.'supetvisor, if no supervisor OIC

provides complainant with CHP 2408/D if issue canlt be resolved on site

(2) ls there a system to identify complaintgenerating behavior? M.ves E ruo

(3) Are complaints classified properly? M Y"s Ino
(4) What are the most common errors in complaint investigations? The most common errors in compiaint investigations are

fypographical en'ors.

c. What procedure is in place to handle traffic complaints? DGIF contacts CHP dispatch and notifies the losal area office for further

follow-up.

d. How are employee absences reported/verified? Employees are directed to advise thejr immediate supervisol of an absence.

Medical verifiecation b), a doctor is plovided iflwhen needed.

e. ls there a central listing of employees with approved secondary employment requests? Ø Yes Iuo
('1) Are supervisors aware of regulations in HPM 10.3, Personnel Transactions Manual, Chapter 14? M Yes Iruo

f. How are cameras assigned? Cameras are kept in a locked closet. A sign-ouVin sheet is utilized when cameras are accessed.
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(1) What type(s) of cameias are used? Digital, 35tnm, polaroid

(2) Are photos in file of good quality? M v.. !ruo

S. Who is responsible for ambulance/tow truck inspections? N/4, Mt. Shasta Alea is responsibìe fol' arnbulance/tow truck

inspections in this alea,

(1) Are inspections uplo-date?

(2) ls the responsible employee knowledgeable of applicable policies and regulations?

(3) Are random inspections conducted?

(4) ls Area in compliance with HPM 81 .2, Vehicle Procedures Manual, Chapter 7?

(5) How are officers and communications operators advised of tow trucks/ambulances that are removed

from service?

I ves Ino
E ves lruo
I Yes ENo

EYes,., Eno

h. ls there security for Area personnel-roslers? :fl yç5 ,, E No

(1) What is Area policy regarding the release of.personal teie rhohe.numbers and addresses? Personnel {elepho¡e nurnbels and

address at'e notl'eleased. The¡,aye made availabletolecessar¡,peróonnel on an as-needed basis only.

(2) Who regularly receives Area rosters? Supervisors, Yreka Dispatch, Special Duty Ofhcer, LAN Coordinator.

i. Has the Area established proper employer/employee relations? M Yes ,E no

(1) Does commander show a personal interest in dealing with employee representatives? M Yes Eruo

(2) ls there a bulletin board for employee association items? .M Yes I t¡q

j. Are damaged uniform afticles inspected and repair:ed/neplaced? M Yet Iruo

(1) Who coordinates inspection and/or disposal of unserviceable items? Special Duq' g¡¡""t', Sergeants.

(2) lf appropriate, are damages collected? M Yes Eruo

k. Are vacation slots consistent with Area operational needs? M Yes [ ¡lo

l. ls the squad club in compliance with departmental policy and other mandated requirements concerning
records and accountabiliiy? M Yes Druo

m, ls there a system in place to ensure accountability for directives? M Yes Eruo

(1) How are employees returning from extended absences provided updated information from directives? Supervisors verbally

communicate pertinant information, Briefing bool<s and MIS messages are kept in an al'ea accessible b)' all employees to vieu' on

a daiìr, basis.
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' n. Who is responsible for the review of reports submitted by fleld officers? Selgeants

(1) Are supervisors made aware of superior or deficient reports? M ves .E ruo

(a) How is this accomplished? All reports ale directly reviewed b), sergeants. Sergeants notifl the commander of report

quality, if necessarl,,

o. Does Area have written guidelines for overtime usage and control? Ø.vus n ¡to

(1) ,Are'these controls effective? ,.' M.Yes Eruo

(2) Do overtime provisions comply with collective bargaining unit agreements? M ves ! ¡lo

(3) Are CHP 415s, Daily Field:Record, complete and accurate? M Ye" [ruo

(4) Who rnay authorize overtime? Sergeants, Commander

(5) Are C¡lP 90s, Rgport of Court Appearance - Givil Action, completed and submitted in a timely-mAnner? , fl Ves .D Xo

(6) Do employees understand the 24-hour clock policy in regards to'completing CHP 415s, Daily Field Record? :M Y"" ,' .E ruo

(7) Who maintains court and subpoena logs? Special Duty Officer

(8) Are local controls sufficientto properly manage overtime? .M yus E ¡lo

(a) ls CTO held within proper limits? M Y"t Eruo

(b) Does the Monthly Attendance Report (MAR) agree with the CHP 415s, Daily Field Record? M yes ,E No

(c) Do all CHP 41 5s, Daily Field Record, have a supervisor's signature? M Y"" I tto

(d) ls the MAR signed by the commander? M Yes !ruo

CHP 4538 (Rev B-07) Page 4 Destroy Previous Editions ú53b7O7.lrp
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INSTRUCTIONS: lndicate ltems revieyyÞd by placing e check in the "Evalueted" box and/or the "Actlon Required' box. lf this

form is used as a Correction Repor[ the "Coireot¡on; box should be initialed and dated as deficiencies are conected. Answer

individual items with "yes" or "noi' answêrs, or filt in the þlanks as indicated. lf additional commentE are necessÍ¡ry, the information

can be placed on the cHp 454, Area Managemênt Evaluation Supplemenl The Supplement should lntfude significantfil{lngs,

accomplishments or corrective ac¡ons, uniésolved items, problems or progress, and-üe avaluato/s ovr¡nall impressions. Thls

form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

ÏYPE OF EVALU/\NON

nformalEvaluation MtnnomalEvaluatìon
FOLLCry.UF REQUIREO

Eves Ø Ho

a, Doas SOP contain only local procedurcs es€entialt0 Arêâ?

gUSFENSF- D/\TE

6 - 1-at
CÔRRËCTËD

M ves E ¡¡o

I Con,aAnon Aeport

BY

b. Confllcts between Division SOP and Areâ SOP? I vee Muo

c, SOP available for revietr'? M Yes !ruo

(1) ls it cunent? M ves n ¡¡o

(2) Are orders necessary? n yes M ¡lo

(3) Does SoP provide reference to, yet avoid dudication of departmental poliqr? M Yes I t,¡o

(4i Conflict betreen SOP and døparfrnéntalpollcy? E Yes M t'lo

(5) Oders clear and concise? M Yes E ¡to

(6) ls iable of contents currenVeffective? Slves trruo

(I) Logical division qf matêrial? M Yes truo

(E) What systêm is used to essurÊ eeclr Area employee has read SOP? SOP review requirçd of all newly assigned officers. AII

revisions brjefed to Area personnel

'(9) Effective numbering and lndex system? My". n ruo

(10) Posltfon descrlptlons utilÍzed ln plaoe of individualnames? M Yes tr ¡¡o

(11) How are SOPs distributed? Newly rçvised ¿\rea SOP is available to Area personnel on Intranet antl Area SOP bi¡ders.

(a) Are they rcadily available? ffi ves n ¡¡o

(12) Who is responsible for reviev/revision? Revísions are assíg¡ed to the fue¿ suptirvisor tasked *ílh SoP responsibilities'

(13) How oñen ls SOP revieryed/updeted? Tlre SOP is reviewed/updated annually in addition, the SOP is updated as the need

anse.s.

(a) ls a suspense systêrrr in place? M Yes .E Ho

DêBtrþy Prevloua EditionscHP 4508 (RÊr/. e{Ð Prlc 1 Þ46âb707,h
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STATE OF CALIFORNIA

DEPARruE¡TT O¡ CALIFORNIA HIOIJII/ÀY PAÎROL
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CHP453B
AÓlION REQUIREO CORR,ECTED

a. Otrer methods utìlized by commander b provide written instruc{ions to Atee personnel? The Á.rea's trriefing book is utilized by

fie commander to provide wriner: instructions 1o Area personnel.

a. Are command€r arìd stâfi â$Ëre of contents df HPM 10,7, lnjury and lllness Casø Management Manual,

ôhapter E, relating to limited duty? M Yes E t'to

b. \M¡at typ€s of dutìe^î aro as$¡gned to llrose on llmlted dutf Employees assÍgned to LimÍted Duty ståhrs are assigned clerical and

non-çnforcement ta$}<^s as directed by their physiciat

a Horp many employees are anrrentþ on limited dufu gtatus? Three ertrployees.

e, What methods does Areá use to repoÉ hlghway defects? Please refe¡ to the attached nartative

b. Are Area personnel aware of pnccedures in HPM '10.4, Citizens' Complaint lnvettigetions Menual? ffi ves I ¡to

(l) What procâdure is followÞd for recafuing citizen's comptaints? Please refer to the atrtached narratir¿e.

(2) ls there a system to identify complaint-generâling behavior? M ves fl uo

(3) Are complaints classlfieö properffi Mves ! ruo

(4) Vl/hat are thq most common errors in complaint lnvestlgations? There werc no enûrs found cluring this review,

c. What procedure ls tn place to hândle trâffic ôômplâ¡nts? Please refer to the attached nanative.

d, l{o¡r are employee absencos reported/ven'fied? All STD 634's arc rcviewed monthly by the con:manrlet or his dcsignco. If abuse

is suspecied, a supewisor is assigned to monitor sick leave by personal visits. or requiring wr.itten confir:naïion from a physician,

a- ls there a contral lis{ing of empfoyees wlth approved seoondary employment requesta? M v". nNo
(1) Are supervlsors aware of regulations in HPM 10.3, PersonnelTransac'tions Mânual, Chaplør 14? M Yes I t¡o

f. How are c€mêÉs assigned? Thc supcrvisor's patrol vehicle is assigned a cítmeft¡. Adãitional cârneras srrr maifltainçd with t]re

"PAS" device and arc utilized daily by field personnel

CHP 45eB (Rôv, 8"OZ) Pidå 2 Dæbùy Previous Edltlons ô4s3b707,fü
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AREA -MANAG EilTENT EVALUATION
AREA PROCEDURES AND LOóAL ORDERS
cttf +sgB ßev,E+7),,o¡l0g 

=
(1) What type(s) of cameras are uçed? Digital

(2) dre pholos ln lile of good quality4 M Yt= Euo

g. \Â/ho is responsible for amb¡¡lancs/lo¿r truck inspedlons? One of tlle A,rsa's two special duty officers is t:esponsible for ambula¡ce

and tow operâtiöns/inspections.

(1) Ara inspections up-to-date? Mves E Ho

(2) le the responsible employee knorrrledgeable of applicable policies and regulat¡ons? MYar [] No

(3) Are random inspec-tions co¡tduded? M Yee E t¡o

(4) ls A¡ea ln compliance wlth HPM 81.2, Vehide Procedures Manual, Chapter 7? fl vee fruo

(5) How are ofrcers âhd communications operators advlsed of towtrucks/ambulances thât ar€ r6moved

from service? The special dutv ofücer will prepare a briefing item for thc Arears ofücers and fæ< 4 copy of the briofing iæm to

the Yreka Communications Center ¡q¡ tlreir inbrmation.

h. ls there securily for Area personnel roEters? Mves Eruo

(1) What is Area policy rcgarding the releese of pereonal telephone numbers and addrpsses? Employee home addressos end

telephone numbers are not released to non-CHP employees,

(2) Who regularly recaives Area rosters? The Area roster is available onJy through Area zupervisors/manâgèrs.

,1. Has the Area established propor employsf/afirployee relations? M Yes Eruo

(l) Does commander show a personal interest in dealing with employee representatlves? M ves Eruo

(2) ls therc a bulfetin board for employoe asgociation items? M Yes
'I 

Ho

j, Arë darnaged uniÍorm artícles inspected and repaircd/replaced? M ves I tto

(1) Who coordlnatee inspoct¡on and/or disposal of unserviceable items? The commander or an Area supervisor wili inspecT anÜor

dispose oll unservicealtl e items.

(2) lf appropriate, are damages cdlected? MYes Eruo

k. Aß vacation slots oonsistent urlth Areâ operalionsl needs? M ves tr ¡to

l. ls the squad club ln compliance wüth departmental policy and other mandãted requlrements concernlng
rcoords and accountabif ity? Mves F uo

m. le thefe a system in place to ensure accountability for direAives? Mves nuo
(1) How are employees retuming from exlendod absences provided updated infomation from dirac'tives? The retumìng

ernployee is raquired to review the Area briefing boolc for iterns thât may have been submitted duling their absence,

CHP d63B (RÊv, e07) PÐçn 3 Destroy Previous Ediüons è443b707,fü
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-
n. who is rcsponsible for the review of reporls submltted by field oficefÊ? The Area supervi$ors and the appropriate spccial duty

offrccr is responsible for ¡eview and approval for all repons submitted by fìcld offtcers,

(1) Are superuisôrs made aware of superior or deficienl rêports? M Yes Eruo

(a) How ls thls accomplished? By daily review and/or rrotification by the appropdate spccial duq¿ officer

o, Does Area have unitten guldellnes br overtime usage ând coflful? M Yes Iruo

ú Y." Eruo(l) Arê these controls effec{lve?

úl ves üHo(2\ Do ovortime provislons ôomply vdth collective bargaining unit agreÐmÊnts?

(3) Are GHP 415s, Daily Field Recod, æmpl€te and accurate? M Yes I t¡o

(4) Who may authorize overtime? Á.reâ supervisors.

(S) Are OHP 90s, Report of Court Appearanc€ - CivilAction, completed and eubmlftett in a timely mannell M yes nHo

(6) Do ernplóyees understând tho 24-hour clock pollcy ln regards to completing CHP 415E, Daily Fleld Rerord? M Yes nruo

f/) Who rnaintalns court and subpoena logs? Area court officer. Logs ate reviewed quarterly by the appropriate supervisor-

(8) fue local contrôls sufücientto properly mânâge mrertime? M ves !ruo

(a) ls CTO held wlthln proper limlts? il Ya* X tqo

(b) Does ûe Monthly Attendance Report (MAR) agree with the CHP 415s, Daily Fiøld Reærd? M ves I t¡o

(c) Do all GHP 415s, Daily Field Record, have a supervisor's eignature? M ves ! tlo

(d) ls the MAR signed by the commande¡? M yes X t¡o

COMMENTS:

4.a Hazudous dcfccts ârc r€ported to Calffans or the Coanty Road Deparrment immediately via tho Yroka Cotnmunication Cenær' Olher

defecrs arc reponed to the appropriate agency for correction ât â lâter dåtc.

4^b(l ) Citizens requesting to file a complaint are províded u CIIP 2408 and referred to the on.duty supervisor, lf a supervisor is

unavailable, information is obrained for follow-up by a supcrvisor, The complaint is subsequently assigned to a srtpctvisot by the Atea

commander.

4.c The Area maintains a trâffic complaint log. Each complaint is assigued a number, then assigned to an Area oflicer for investigation,

The officer will investigate the cornplaínt Índicating the dates and times of obsmvatiorVinvestigation. If the officer is unable to resolve the

complaint, it Ís retumed to an Area supcrvisor for reassignnrenL Nomally, comÞlaints are assigned lo officers for investigarion on at lcast

th¡ee dífftrert occasions. 'lVhen the complaint is resolvedn it is documented aud retained at A¡ea.

CHP /t598 (Rev e47) ?aqe 4 Destroy PrEvlous Edltlons Ë453Þ707.fP
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120

Suspense Date

PAGE ø1./ø8

'Department of California Hlghway patrol
ARËA MANAGEMENT EVATUATíON
Chapter 2
AREA PROCEDURES AND LOCAL ORDERS

Type of Evaluation

lFormal Ellnformal

Follow-up Required

DYes Eh1o

1. AREA STANDARD OFERATING
PROGEDURES (SOPI

Ðate 623/08

Co¡rected
tr

a, Does SOP qontain only local procedures essential to Area? EYes E¡lo

Ëvaluated By ; Sgt. S. Habiltzel

E Conection Report

by

b. ConflÍcts between Division SOP and Area SOp? flYes ExNo
c. SOP avaílable for review? EYes ENo

(1) ls it cunent? Exves ENo
(2) Are orders necessary? ElYes Htlo
(3) Does SOP provide reference to, yet avoid duplicafion of
depafmenÞl policy? ElYes E¡¡o
(4) Conflict between SOP and departmentat poticy? EYes 8ruo
(5) Orders clear and concise? EYes D¡to
(6) ls table of oontents currenUeffrective? EJyes Eruo
(7) Logicaldivision of materiat? EIYes Eruo
(8) \Mrat system is used to assure each Area ernployee has read SOp?

Newfy anived personnel to Area do a complete review anct sign off as having read

(9) Effective nurnberíng and index system? EYes ENo
(10) Position descriptions utitized in place of indÍvidualnames? EYes Et¡o
(1 1) How are SOPs distributed? Area has one library copy and an eJectronic computer copy

saved for revlew by personnel. ltems are brieÞd and adcfed to the SOP as they occurr,

a, Are they readily avaitable? EIYes E¡to
(12) tÄ/ho is responsible for reviedrevision? ,Supervisor and Area officer. Changes

are after concurrance by the Area Commender,

CHP 4538 (Rev 1-96) Page 1
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ôREA MANAGEMENT EI/ALUATION
Chapter 2
AREA PROCEDURÊS AND LOCAL ORDERS

(13) How often is SOp reviewed/updated?

Annually or as new items dictate. Revision dates are indicated for items affected,

eL_F a susp€nse systern in ptaoe? EYes f]¡¡o
2. LOCAL DIRECTMES Corrected

tr
a' Other methods utilized by commander to provide written instructions to Area personnel?

Dírectives to Area supervisors, E-mail and/or Area briefing book instructions_

3. UMITED DUTY ASSIGNIUIENIS Conected
tr

a. Commander and stafiaware of contents of HpM 10,7, Chapter 9,
relating to limited duty? EIY*s Elto
b. Wlrat types of dufles are assignect to those on limíted duty?

See Narrative, Page 5, number 3_

c. How many employees ere currenily on limited duty status? None,

4. OTHERPROCEDURES Corected
tr

a. VVhat methods does Area use to report highway defects?

See Narrative, page 5, number 4 (a).

b. Are Area personnet aware of procedures ln HpM 10.4? filYes [¡¡o
(1) What procedure is fullowed fur accepting cltlzen's comptaints? Aree follows proceedures

in H.P,M. 10,4,, in addition, GHp (poster)7F2is posted in thefront tobby_

(2) l= there a system to identfff complaint-generating behavlor? EIYes Etvo
(!) Are complaints classified properly? EYes ENo
(4) l/i/hat are most oornmon errors in compleint investigations? None have been idenflfied,

Area supervisors closely follow procedures, directives and examples in H.p,M, 10_4_

c- Wrat procedure is in place to handfe trafic complaintE?

Area utifizes a complafnt tog with follow-up sheêß assigned during briefings.

d. How are employee absences accepted/ver¡f¡ed? Absenoes are documented in the Sergeants log
and marked in red pen on the master shedule,

CHP 4538 (Rev 1-96) Page2
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+REA MANAGEMENT EVALUATION
Chapter 2
AREA PROCEDURES AND LOCAL ORDERS

e- ls there a centrar risting of approved secondary employment requegts? fiJYes ËUo
(l) Are supervisors aware of regulations in HpM 10,3, Chapter 14? ElYes E¡¡o

f' How are câmerâs assigned? Supervisors keep a digital carnera in 6e Sergeants vehicle.
cameras are mainfained in the Sergeants office and assigned as needed or requested,

(1) lMtat type(s)of cameras are used? Area has one (1) Digitãlcamere, four (4135 mm câmeËs

and one (1) Potoroid,

(2) Are photos in f le of good quality? Eyes Druo
g. \Mo is responslble for ambulance/tow truck inspections?

An officer is assigrred this as a secondary duty with sergeant supervision.

(1) Are ínspecfions u¡to4ate? ffiYes EJNo
(2) ls responsible ernployee knowtedgeable in policies and regutations? EIYes E¡to
(3) Are random Ínspections conducted? EYes Etlo

(4) ls Area in cornpliance with HpM 81.2, Chapter Z? ffiYes ENo
(5) How are officers and CommunicatÍons Operators advlsed of tow trucks/ambulances

that are removed from service?

This information iE updated and disemlnated to ofEcers andstafi by a brÍefing item and Email.

Communication Operators (dispatch) is notfied by tetephone

h, fs there securÍty furArea personnel rosters? ElYes EJ¡¡o
(1) Wtat is Area polioy regarding the release of personal trelephone numbers arrd addresses?

All phone numbers and addresses are handled as confidential. This is addressed in Area

S,O.F,, Chapter 30.

(2) \Mto regularly receives Area rosters? Humboldt Communications Center and Area staff,

i, Has the Aæa establÍshed proper employerêmployee relations? EIYes E¡to
(l) Does commander show personal interest in dealing with the representåflve? EVes Xno
(2) fs there a bulletin þoard for employee association items? EYes fJNo

l. Are damaged uniform articles inspected and repaiæd lreplaaed? filYes Ervo
(r) Wl1o coordinates inspection andior disposal of unserviceabfe items? SergeanF under

direcfion of HPM 73,5, chapte¡ 12, and with final approval by the commander,

(2) lf appropriate, are damages collected? EYes ENo
k, Are vacation slots consístent with Area operationaf needg? EYes fINo
l. ls fhe sguad club in compliance with departmental policy and other mandated
requirements concerning records and accountability? 

'

XIYes Et¡o
CHP 4538 (Rev 1-96) Page 3
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AREA MANAGEMENT EVALUATION
Chapter 2
AREA PROCEDURES AND LOCAL ORDERS

m. ls there a system in prace to ensure accounEbirity for directives? FYes ltto
(1) How are emoloyees retuming from 9xt¡rn{e-d absences provided updated infonnation from

Íi:*ilf:,:".ltpt::.:!gl l!_.l".liic¡rÞ req B*n;ö-li,fi). Emptoyees are requirecr ro

n' \üho is responsible for the reIqY of reports submitted by fietd officers? Supervisors, speciat
duty aocident review officers and in certain cases, the Area'Commander will review reports,
(1) nre superrrisors made aware of superior or deficient reports? XYes E¡lo

(a) How is this acoomplished? Personal review and comment either in writing, irr person or

by Ernail.

o' Does Area have wrrtten gurderines for overtíme usege ancr contror? EYes Ewo
(1) Ane f¡ese controls efbctive? EYes E¡to
(2) Do overtime¡rrovisions comply with collective bargaining agreernents? ElYes E¡¡o
(3) Are CHP 415s complete and aocurate? fifves E¡lo
(4) W'ìô may euthorize overt¡me? AreaSupervisors,

(5) Are CHP 90s compfeted and suþmttted in a flmely manneÉ ffiYes ENo
(6) Do employees understand the 24-hôur ctock policy in compteting cHp 415s? EYes El.to
(4 Who maintains court and subpoena logs? Clerical staff

(8) Are local controts sufflcient to properly mânage overtime? Eyes E¡lo
(a) ls CTO hetd withtn pmper fimits? Eyes E¡lo
(b) Does the MAR agree with CHp 415s? EIYes Ewo
(c) Do all CHP 415s have supervisor,s signature? EYes Er'lo
(d) ls the MAR signed by the commander? EJYes E¡lo

5. COMTI,TENTS

Seo attached narratives, pages 5 through 7_

cHP 4538 (Rev 1-96) Page 4
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CHAPTER 2INSPECTION
CRESCANT CITY AREA
Pá.GE 5

t. ARE t STANDARD OPERATING PROCEDURES (s0p).

Tïre Area SOP is reviewed as an ongoing the

-otr:". rl, complete review of the entire ó 2007.
Updates and revÍsions are cu¡ront with revisio
Revisions and updates are_the respousibility of an assigned Supervisor and prìmary and
socondary field officers. The SOÞ also adáress.r g*nõ*l law Lnforcem*t'r.rp"n'r. g"idelines.
The Area soP is stored on the LAN frleserver syst-em utílizing *word". ' i

f' c (8). Arty new or revised SOP is briefed and discussed with all personnel. Each offìcer is
signecl offto ensure they are familiar with the contents.

2. I,OCAL DIRECTTT'-ES

l¡col directives from the Commander or Supervisors are placed in tho fuea briefing book. The
briefing book is divided by rnonth and year,"with each roitl having a numbered inäe* prge,
Briefing items havean individual sign offsheet. Bmployees are eit-her personalþ b.irf.d o,
responsible furreadirtg and aoknowledging all iæms placed in the briedng book- Supervisors aro
responsible for verifuing all personnel receive new itèms and w¡itten insñrotions ftonr the
Commander- Secondaty methods for providing information are tluoughuse of Oefarnnent
E-mail, Area informational bulletín boards. and the officer's in-box.

Area uctively portioipates in SROVT. SROVT iterns are placecl in a binder in the briefing room
and read at all briefings. A sign offpage is maint¿ined foì each shift instructed in SROVI.

3. LIMITED DUTY ASSTGIYMENTS.

There are currently no employees on limited duty. Area Supemisors fully understand limited
duty procedtrres, meclical doctrmentation and the Management Info¡matián System repofting
procedures.

4. OTI{DR PROCEDURES.

(a) Road Deficlencies, Road deficiencies or signing problems arc handled directly with the
County or State department re.sportsible for maintenance and engineering. Notifications
are made for immediate action through Area personnel or Humboldt dispatch.

(b) Citizene' Complaints- Area complies witir pr:oceclures contained in tIpM 10.4 and
follows policy in accepting citizen complaints.
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CTIAPTER 2 INSPECTION
CRESCE¡TT CrIY AREA
PÂGE 6

(c) citizene' complnintr- Traffic. Traffic complaints are accepted in person, in writing orover the telephone, :dl.rea utiliz-os the Northern Division traffic compìaint fárm to
document tafÏc complaints and request for patrol srid service- A control number is
assigned f.o the complaint to track enforcemunt *tion. The complaint i.rpiacea in thetraffÏc cornplaint bindø and assigned to a beat officer by a rrtg;nt. norio**p is
continued as needed.

(d) documented in the Sergeantns log and marked in red pen ôn the
ees are required by SOp to contact a supervisor if fhey aro
If there is no supervísor on duty, the emproyee is required to

contact the on call Sergeant. A review of the a-onual sick-leave usþindícates this
progrnm is effective in contollíng abuse of the sick leave system.

(e) Outqide Employment Secondary employment files are located in the front of the
command personnel file. Á.t the present time four (4) employees have secondary
employment request on file, Supervisors are aü'are of requir,ements of fhe porsonnel
Transaction Manual, IIPM. :10.3, Chapter 14.

(Ð Carner¡s' A suffìcient number of cameras arc available for beat units. one (1) camera
is permaaently rnaintained in the Sergeanæ vehicle. A preassigned officer is räsponsible
for monthly maintenance of the camersrs jn r{.rea.

(g) Ambulances aud Tow Truck Policy. Ambularice inspectíons are handled by an Area
fìeld support officer- There are currently rwo ambulanäe companies based in the County.

handled by a If any ûow or ambulance
seruice, Area d by a bdefing item.
onalþ notifie

(lÐ Secunlty of Telephone Numberc. A¡ea has sn SOP that complies with FIpM 40.4,
Information Security arrd Administrative Manual, and HpM t i.l, Rdm¡nishative
Procedures Manual' Area telephone and address rosteru are secured in a locked cabinet
o¡: secure container at all times and not open to the public. Personnel have boen briefed
as to the confidentialþ of this material. All olcl or outdated rosters and work product aro
destnryecl by cross shredding,

(i) Employee Relations, The vacation sign-up proceduro is ¡eviewe<l annually to ensure
reasonable availability of slots a.q well as providing operational needs. The Area CAFIp
reprcsentative is involved in pre-sign up discussion oi contemplâted changes to existirrg
prooedures.

(í) Uniform Claims. Any damaged uniform or equipment item is examined by a Supervisor:
príor to being cleanecl, repaired or replaced, A-olaim is submifted and tho iommander
reviews any claim and will give approval or deny the claim.
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(o)

CHPCRESCENT PAGE ø7/ø8

(k)

(l)

Vac¡tion Policy. Vacatíon scheduling is acldre.qsed in fuea SOp, chapter I I - A¡ea SOp
addresses operatiofial needs of the Departnent and employee r€quest,

CIub F'u d squad club for the Crescent City Area.Activitie ft¡nàs a¡e collected in cæh for eachactivity. the ofifice. Coffee and soft dr:inks are
purchased ancl sold for tho cost of the beverage. A supervisor, prirnary officer and
secondary off,¡cer are ín charge of coffee fees collected, r¡e óó*mander and
supervisors âre at'vare of Deparhnent policy relating to squad clubs.

Accou¡tability for DirectÍves. Directives are handled þ briefing items as discussed in
sections lend2above,

Report Revlcw Dittcfives. the Sergeants revi.ew.daily activity forms; all arrost reports.
and nll irUury accident reports. Tre Cìmma¡der reviews all felãny investigationr, år"l
investigations, and mqior incidents- The field support ofücer is the primari ,rui"w., ãf
all collision rcports. Identified deficiencies rre d-ir"ussed with a Suiervisor and/or
ofïïcer in.volved for appropriate f.ollow-up or correction.

Overtlme Control- Sergeants review and approve all requests for overtime. Call off
ptocedures a¡e ma,intnined for sourt csses. Oot of -"* court cases are amanged by a
supervisor. lüre commandq reviews monthly attendance and overtim" r"põrts. 

'

(¡n)

(n)
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Iwte23,2Q0B

Northern Division

DEPARTMENT OF CALIF'ORNIA HIGITWAY P^4.TROL
Crcscent City Area

I 20. clerical,0092t L Chapter Inspecrion

CIIAPTER 2, AREA PROCEDTTRES A}ID LOCAL ORDERS -T]PG22.T

Sergeant s. Hablitzel,ID 9211, of the cressent City Area command has completed an inforrnal

A¡ea Procedwes atld Local orders Inspootion for the Crescent City fuea forthe second quarter

of this year. Attached is the results docunrented on CHP 4538, Ateaçu^gemeÉt Evsluation.

Any questions may be directed to me ate0?) 464-3117.

Aftachment

cHP SlVrrP (Rev, 1 1-€€) opt ozc

Safeqt, Señtice, and Secnily



AREA MANAGEMENT EVALUATION
AREA PROCEDURES AND LOCAL ORDERS
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STATE OF CALIFORNIA

DEPARTMENf OF CALIFORNIA HIGHWAY PATROL

DATE

06t30t20Q8

INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this

form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information

can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,

accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

EVALUATED BY

Y. Zambrana / Sergeant I #12435

ryPE OF EVALUATION

M FormalEvaluation ! lnformal Evaluation

SUSPENSE DATE

FOLLOW-UP REQUIRED

fves Mruo

! Correction Report

BY

DATE

008

1. AREA STANDARD OPERATING PROCEDURES (SOP)
EVALUATED

6/30t08

ACTION REOUIRED CORRECTED

a, Does SOP contain only local procedures essential to Area? M ves Eruo

b. Conflicts between Division SOP and Area SOP? I ves Mruo

c. SOP available for review? M ves ! tto

(1) ls it current? M Yes I tto

(2) Are orders necessary? M Yes X tlo

(3) Does SOP provide reference to, yet avoid duplication of departmental policy? M Yes INo
(4) Conflict between SOP and departmental policy? I Yes Mruo

(5) Orders clear and concise? M v"t I t'¡o

(6) ls table of contents currenUeffective? M Yes ! tto

(7) Logical divísion of material? M Y"s I tlo

(8) What system is used to assure each Area employee has read SOP? The SOP is a leading assigntrrent for all employees who

transfer into CIF. AII new SOP items are bliefed accordingly.

(9) Effective numbering and index system? M Yes Iruo

(10) Position descriptions utilized in place of individualnames? M Yes [ru0

(11) How are SOPs distributed? The SOP is available to all ernployees on the local area network (LAN),

(a) Are they readily available? M ves I t¡o

(12) Who is responsible for revieMrevision? CIF sergeants have the prinraly lesponsibilitv fol reveiwÁ'evision of the local SOP,

(13) How often is SOP reviewed/updated? Annualìy - u¡rless additional needs are identified

CHP 4538 (RÊv. 8-07) Page 'l Destroy Previous Editions

M Yes(a) ls a suspense system in place? Xruo

c453Þ707.frp

er, \. V1'
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA IYIANAG ENíENT EVALUATION
AREA PROCEDURES AND LOCAL ORDERS
CHP 4538 (Rev. oPt009

2. LOCAL DIRECTIVES
CORRECTÉD

a. Other methods utilized by commander to provide written instructions to Area personnel? Briefing iterns, broadcast emails, and the

employee infonnation bulletin boal'd.

a. Are commander and staff aware of contents of HPM 10.7,|njury and lllness Case Management Manual,
Chapter 8, relating to limited duty? MYes !ru0

b. What types of duties are assigned to those on limited duty? Assist with clelical/flont office, Special Duty assist (recorcls/files), and,

if appropriate, front counter Level 3 comrnercial vehicle inspections.

c, How many employees are currently on limited duty status? 2

ACTION REOUIRED4. OTHER PROCEDURES
CORRECfED

a. \rVhat methods does Area use to report highway defects? Highway defects identified on CIF property are reported directly to

Caltlans. CIF is a Caltrans-owned facility.

b. Are Area personnel aware of procedures in HPM 10.4, Citizens' Complaint lnvestigations Manual? M Yes !ru0
(1) What procedure is followed for receiving citizen's complaints? Sergeants/OlC's accept the initial calllreport. Procedures in

HPM 10.4 are followed,

(2) ls there a system to identify complainhgenerating behavior? Mves Iruo
(3) Are complaints classified properly? M ves ! ¡¡o

(4) What are the most common errors in complaint investigations? No common en'ors were identified.

c. What procedure is in place to handle traffic complaints? Since CIF does not have patrol responsibility, traffic complaints ale

referred to the appropriate suroundingArea (Redding or Red Bluff).

d, How are employee absences reporled/verified? SOP requires available/on-call supervisol'to be notified. Questionable use of

leave credils may require docuntentation fr.orn a physician.

e. ls there a central listing of employees with approved secondary employment requests? Mves !ru0
(1) Are supervisors aware of regulations in HPM '10.3, Personnel Transactions Manual, Chapter 14? Mves Iruo

f. How are cameras assigned? Since CIF is a fixed-fàcìlity, cameras as stol'ed in a cal¡iuet in the fuont offìce. They ale accessible to all

ernployees at all tirnes.

CHP 4538 (Rov, 8-07) Page 2 Destroy Previous Editions c453b707 lrp
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(1) What type(s) of cameras are used? Digital, 35mm, and Polaroid.

(2) Are photos in file of good quatity? M Y"t I ¡to

S. Who is responsible for ambulance/tow truck inspections? Not Applicable

(1) Are inspections up-to-date? nves Iruo
(2) ls the responsible employee knowledgeable of applicable policies and regulations? !ves trruo

(3) Are random inspections conducted? Ives Iruo
(4) ls Area in compliance with HPM 81.2, Vehicle Procedures Manual, Chapler 7? nves !ru0
(5) How are officers and communications operators advised of tow trucks/ambulances that are removed

from service?

h. ls there security for Area personnel rosters? M Yes ! tto

(1) What is Area policy regarding the release of personal telephone numbers and addresses? Personal telephone numbers and

addresses are not to be released without ernplolres'5 permission.

(2) Who regularly receives Area rosters? AII ernployees.

i. Has the Area established proper employer/employee relations? ll7 voo I ¡lo

(1) Does commander show a personal interest in dealing with employee representatives? M Yes Iruo
(2) ls there a bulletin board for employee association items? M ves I t¡o

j. Are damaged uniform articles inspected and repaired/replaced? M Yes ! t¡o

(1) Who coordinates inspection and/or disposal of unserviceable items? Area sergeants.

(2) lf appropriate, are damages collected? Mves !no
k. Are vacation slots consistent with Area operational needs? M ves Druo

l. ls the squad club in compliance with departmental policy and other mandated requirements concerning
records and accountability? M Yes trno

m. ls there a system in place to ensure accountability for directives? M yes !no
(1) How are employees returning from extended absences provided updated information from directives? Ernployees r-eturning

tom extended absences are directed to levie\r,the Brrefing Book to bring them up-to-date on curent directives. Information

Bulletins and Manager-nent Memorandums are placed in all ernployees'maill¡oxes fol l'evier,v.

CHP 4538 (Rev. 8-07) Page 3 Destroy Previous Editions c453b707 frp



STAÏE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
AREA PROCEDURES AND LOCAL ORDERS
CHP 4538

n. Who is responsible for the review of reports submitted by field officers? Sergeants review all reports.

(1) Are supervisors made aware of superior or deficient reports? M yes tr t¡o

(a) How is this accomplished? Supelvisors l.eview all reporls.

o. Does Area have written guidelines for overtime usage and control? MYet !ru0
(1) Are these controls effective? MYes Iruo
(2) Do overtime provisions comply with collective bargaining unit agreements? M yes Iruo
(3) Are CHP 4'15s, Daily Field Record, complete and accurate? M Yes trru0

(4) Who may authorize overtime? Supet.visors and OIC,s.

(5) Are CHP 90s, Report of Court Appearance - CivilAction, completed and submitted in a timely manner? M yes I ruo

(6) Doemployeesunderstandthe24-hourclockpolicyinregardstocompletingCHP4l5s,DailyFietdRecord?Myes !ruo
(7) Who maintains court and subpoena logs? Logs are maintained by the Office Assistant and Court Ser.geant.

(8) Are local controls sufficíent to propgrly manage overtíme? M Yes !ru0
(a) ls CTO held within proper limits? Myes Iruo
(b) Does the Monthly Attendance Report (MAR) agree with the CHP 415s, Daily Field Record? M Yes I tlo

(c) Do all CHP 415s, Daily Field Record, have a supervisor's signature? M Yes !ru0
(d) ls the MAR signed by the commander? M yes I t¡o

CHP 4538 (Rev 8-07]Pase 4 Destroy Previous Editions a453b707 Íîp



State of California

Memorandum

Date: June 12,2008

To: Northern Division

From: DEPARTMENT OF CALIFOR|IIA HIGFIWAY PATROL
Susanville Area

FileNo.: 140.10147.10823

SUbJCct: CHAPTER 2 MANAGEMENT EVALUATION OF AREA PROCEDURES
AND LOCAL ORDERS

On June 12,2008, Susanville Area conducted a Management Evaluation of Area Procedures and

Local Orders. The inspection is attached for your review. No items requiring corrective action

were identified.

Business, Transportation and Housing Ägency

/
t/

//- ù
V/. E. LIBAND, Lieutenant
Commander

CHP 51WP (Rev 11-86) OPI 076

Safety, Service, and Security



Department of California Highway Patrol
AREA MANAGEMENT EVALUATION
Chapter 2
AREA PROCEDURES AND LOCAL ORDERS

Follow-up Required

nYes X No Comma-nder's Review

Date 06/1112008

TNSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box andior the "Action
Required" box. lf this form is used as a Correction Report, the "Correction" box should be initialed and
dated as deficrencies are corrected. Answer individual items with "yes" or "no" answers, or fill in the
blanks as indicated. lf additional comments are necessary, the information can be placed in the
Summary Statement. The Summary Statement should include significant findings, accomplishments or
corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions.
This form can be completed in pen or pencil, and the Summary can be handwritten if desired.

Type of Evaluation

n Formal X lnformal Suspense Date

Division

Northern

Number

140

Date

Corrected
n
XYes nNo

1. AREA STANDARD OPERAT¡NG
PROCEDURES (SOP)

a. Does SOP contain only local procedures essentialto Area?

Evaluated By Sgt. R. Washabaugh

n
by

Correction Report

b. Conflicts between Division SOP and Area SOP? n Yes X tlo

c. SOP available for review? I Yes f]No
(1) ls it current? Xves nuo
(2) Are orders necessary? XYes Euo
(3) Does SOP provide reference to, yet avoid duplication of
departmental policy? X yes ! r,lo

(4) Conflict between SOP and departmental policy? n yes X tlo
(5) Orders clear and concise? Xves nruo

(ô) ls table of contents currenVeffective? XYes n No

(7) Logical division of material? Xves nNo
(B) What system is used to assure each Area employee has read SOP? Refer to comments

section.

(9) Etfective numbering and index system? XYes n No

(10) Position descriptions utilized in place of individual names? X Yes n ¡lo

(1 1) How are SOPs distributed? refer to comments section.

a. Are they readily available? X Yes fl t'to

(12) Who is responsible for review/revision? Refer to comments section.

CHP 4538 (Rev 1-96) Page 1



AREA MANAGEMENT EVALUATION
Chapter 2
AREA PROCEDURES AND LOCAL ORDERS

(13) How often is SOP reviewed/updated? Referto comments section.

(a) ls a suspense system in place?

2. LOCAL DIRECTIVES

XYes nruo

Corrected
tr

a. Other methods utilized by commander to provide written instructions to Area personnel?

Refer to comments section.

3. LIMITED DUTY ASSIGNMENTS

a. Commander and staff aware of contents of HPM 10.7, Chapter 9,
relating to limited duty?

Corrected
n

[Yes nNo
b. What types of duties are assigned to those on limited duty? Refer to comments section.

c. How many employees are currently on limited duty status? Refer to comments section.

a. What methods does Area use to report highway defects? Refer to comments section.

4. OTHERPROCEDURES Corrected
tr

b. Are Area personnel aware of procedures in HPM 10.4? XYes nNo
(1) What procedure is followed for accepting citizen's complaints? Refer to comments section.

(2) ls there a system to identify complaint-generating behavior? X Yes fl r,¡o

(3) Are complaints classified properly? Xves n No

(4) What are most common errors in complaint investigations? Refer to comments section.

c. What procedure is in place to handle traffic complaints? Refer to comments section.

d. How are employee absences accepted/verified? Refer to comments section.

CHP 4538 (Rev 1-96) Page 2
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Chapter 2
AREA PROCEDURES AND LOCAL ORDERS

e. ls there a central listing of approved secondary employment requests? XYes fl No

(1) Are supervisors aware of regulations in HPM 10.3, Chapter'14? X Yes ! tlo

f. How are cameras assigned? Refer to comments section

('1) What type(s) of cameras are used? Refer to comments section.

(2) Are photos in file of good quality? IYes n No

g. Who is responsible for ambulance/tow truck inspections? Refer to comments section.

(1) Are inspections up-to-date? XYes nNo
(2) ls responsible employee knowledgeable in policies and regulations? XYes n

No

(3) Are random inspections conducted? XYes I
No

(4) ls Area in compliance with HPM 81 .2, Chapter 7? [Yes nNo
(5) How are officers and Communications Operators advised of tow trucks/ambulances

that are removed from service? Refer to comments section.

h. ls there security for Area personnel rosters? X Yes ! tto

(1) What is Area policy regarding the release of personaltelephone numbers and addresses?

Refer to comments section.

(2) Who regularly receives Area rosters? Refer to comments section.

i. Has the Area established proper employer/employee relations? XYes nNo
(1) Does commander show personal interest in dealing with the representative? X Yes n ruo

(2) ls there a bulletin board for employee association items? X Yes fl tlo

j. Are damaged uniform articles inspected and repaired/replaced? Xves nNo
(1) Who coordinates inspection and/or disposal of unserviceable items? Refer to comments

section.

(2) lf appropriate, are damages collected? X ves n ¡¡o

k. Are vacation slots consistent with Area operational needs? X Yes E trlo

L ls the Squad Club in compliance with departmental policy and other mandated
requirements concerning records and accountability? X Yes n ruo

CHP 4538 (Rev 1-96) Page 3



AREA MANAGEMENT EVALUATION
Chapler 2
AREA PROCEDURES AND LOCAL ORDERS

m. ls there a system in place to ensure accountability for directives? fiYes ! No

(1) How are employees returning from extended absences provided updated information from
directives? Refer to comments section.

n. Who is responsible for the review of reports submitted by field officers? Refer to comments
section.

('1) Are supervisors made aware of superior or deficient reports? Xves nNo
(a) How is this accomplished? Refer to comments section.

o. Does Area have written guidelines for overtime usage and control? XYes nNo
(1) Are these controls effective? I Yes D l.to

(2) Do overtime provisions comply with collective bargaining agreements? XYes n uo

(3) Are CHP 415s complete and accurate? I Yes ! tlo

(a) Who may authorize overtime? Refer to comments section.

(5) Are CHP 90s completed and submitted in a timely manner? XYes n No

(6) Do employees understand the 24-hour clock policy in completing CHP 415s? X Yes n ¡lo

(7) Who maintains court and subpoena logs? Refer to comments section.

(8) Are local controls sufficient to properly manage overtime? XYes nNo
(a) ls CTO held within proper limits? X Yes fl r,¡o

(b) Does the MAR agree with CHP 415s? XYes nNo
(c) Do all CHP 415s have supervisor's signature? XYes nruo
(d) ls the MAR signed by the commander? X Yes fl t'to

COMMENTS

Section 1, paragraph c.(B): Upon transferring into the Susanville Area, officers are required to read the
Area Standard Operating Procedures (S.O.P.) and sign a memo stating they have done so. The memo
is placed in each officers personnel folder.

Section 1, paragraph c. (1 I ): The Susanville Area S.O.P. is online and available to all Area personnel
in a read-only format.

Section 1 , paragraph c. (12): Sergeant A. Goulding is responsible for revision and the S. O. P. The Area
S.O.P. is currently under revision as this chapter inspection is taking place.

Section 1, paragraph c. (13): TheArea S.O.P. is updated as needed and reviewed annually.

Section 2, paragraph a: Directives are contained in briefing items, which are then incorporated into
Area S.O.P.



Section 3, paragraph b: The Area has no employees currently on limited duty status. \y'r/hen employees
request limited duty status, based on the Area Commanders discretion, the employee will be asstgned
special projects or assist with special duty assignments within the limitations allowed by the employees
physician,

Section 4, paragraph a: Susanville Area officers notify the appropriate Caltrans superintendent or field
supervisor as soon as possible when any highway defect or condition exists of questionable condition
or when corrective action is needed.

Section4,paragraphb.(1): ComplaintsreceivedrnpersonorviatelephonearereferredtoanArea
supervisor, who will interview the complainant and complete a CHP Form240. lf an Area supervisor is
not available, the employee receiving the complaint completes the CHP Form 240 and, as soon as
practicable, refers the complaint to an Area supervisor for evaluation and required action.

Section 4, paragraph b. (a): Wìth the exception of minor proofreading errors, most complaint
investigations are submitted error free.

Section 4, paragraph c: Traffic complaints by citizens are recorded on Northern Division Traffic
Complaint Forms and submitted to an Area supervisor for evaluation and assignment. The Area
supervisors are responsible for assigning the complaint to a beat officer and tracking the progress and
action taken. After follow up is complete, an Area supervisor reviews the complaint to ensure
appropriate action has been taken in an attempt to resolve the problem. Upon completion, all
documentation is maintained by clerical for one year plus current year.

Section 4, paragraph d: A single STD Form 634 is used for all absences within a pay perrod. The STD
Form 634 is completed by the employee upon his/her return to work. Vúhen reporting sick leave via
telephone or other means, the employee is required to contact the on-duty or on-call Susanville Area
supervisor directly.

Section 4, paragraph f: The Area currently has 13 digital cameras. Five of the digitalcameras are
assigned to field officers, two are assigned to sergeants, three are assigned to the Area resident post
and three are placed in boxes along with preliminary alcohol screening devices of which they are
available on an as needed basis.

Section 4, paragraph f. (1): The Area maintains digital cameras and one polaroid.

Section 4, paragraph g: One of the two Area Special Duty officers is assigned to ambulance/tow truck
inspections. Currently Officer K. Schwagerl is holding this position. All required inspections are
completed on a regular basis and are current.

Section 4, paragraph g. (5): When tow trucks and ambulances are removed from service, officers and
communications operators are notified through Area e-mail and briefing items.

Section 4, paragraph h. (1): Area personnel adhere to strict guidelines regarding the release of
Departmental employees telephone numbers and addresses. The requestor's contact information is
gathered and then given to the Department employee for return contact.

Section 4, paragraph h. (2): The Area roster is limited to one, which is maintatned by the OSSI. A
single copy is distributed to each employee.

Section 4, paragraph j. (1): Area Sergeants are responsible for conducting daily uniform inspections of
officers reporting for duty. Yearly inspections consisting of service weapons, handcuffs, uniforms, etc.
are performed and disposal and/or replacement of damaged items are coordinated through the Area
Training Officer.

Section 4, paragraph m. (1): Upon returning from extended absences, employees are encouraged to
read the Area's Briefìng Book to bring themselves up{o-date with recent occurrences and directives.

Section 4, paragraph n: Area sergeants review all daily reports, including arrest reports and fatal traffic
collison reports for quality, accuracy and legibility. The Accident Review Officer reviews all traffic
collision reports for spelling, grammar, accuracy, and completeness.

Section 4, paragraph n. (1) (a): Supervisors are made aware of superior or deficient reports through
the use of the CHP Form 553, Collision lnvestigation/Report Notice, which is returned to the sergeants
for review and filing in the officer's personnel file.

Section 4, paragraph o. (4): Written guidelines for Area overtime usage is contained in the Area S.O.P.



Section 4, paragraph o. (4): Written guidelines forArea overtime usage is contained in the Area S.O.P.
The Area Commander or Area supervisors generally are the approving authority for overtime usage,
however, if applicable, an Officer-in-charge may approve overtime.

Section 4, paragraph o. (7): A CHP Form 90 is completed for each and every subpoena received for
civil court appearences, even if canceled resulting from official duties. The CH P Form 90, related travel
expense claims, and the subpoena are submitted to a supervisor within 24 hours of the completion of
the appearance or notification of a cancellation. Area clercial personnel then foruard the necessary
documents to the Accounting Section. Any subpoenas or trial notices for officers served in this office
either by mail or in person are given to the Office Services Supervisor so that appropriate copies can be
made for sergeants, file, subpoena log, and suspense. All subpoenas are checked for timeliness and
proper service by office staff.

CHP 4538 (Rev 1-96) Page 4
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DATE

0s1t412008

INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/orthe "Action Required" box lf this

form is used as a correction Report, the "coirectioni box should be initialed and dated as deficiencies are corrected Answer

individual items with ',yes,, or ',no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information

can be placed on the'CHp 4b4,Area Management Evaluation Supplement. The Supplement should include significant findings,

accomplishrnents or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions' This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired

EVALUATED BY

Shannon Stumbaugh

TYPE OF EVALUATION

fl Fnrmal Fvalrration Vl lnior -nal Evaluation

SUSPENSE DATE

0610U2008

FOLLOW-UP REOUIRED

Vlves E tto

! Correction Reporl

BY

COMMANDER'S REVIEW

Õ9""*Lat Æ^^-18;
DATE

¿ /en /zoor3

1. AREA STANDARD OPERATING PROCEDURES (SOP)
EVALUATED

0s11412008

ACTION REQUIRED CORRECTED

Ml Yes Eruoa Does SOP contain only local procedures essential to Area?

E Y"s Ul ruob. Conflicts between Division SOP and Area SOP?

M Y"t !ruoc. SOP available for review?

M Y"" D t'lo(1) ls it cunent?

E ves Øruo(2) Are orders necessary?

(3) Does SOP provide reference to, yet avoid duplication of departmental policy? M ves f]ruo

I y"t Ø tto(4) Conflict between SOP and departmental policy?

M Yes I ¡to(5) Orders clear and concise?

M v"" Eruo(6) ls table of contents currenVeffective?

M Yes lruo(7) Logical division of material?

(8) What system is used to assure each Area employee has read SOP?

M Yes I ¡lo(9) Effective numbering and index sysiem?

(10) Position descriptions utilized in place of individual names? M ves Eruo

(.1 1) How are SOps distributed? Har.d cop¡, in Sergeants office ancl bliefrng room. Electronic copy on Al'ea data base,

M Y"t Eruo(a) Are they readilY available?

(12) Who is responsible for review/revision? Sergeant Stttmbauglt

(13) How ofien is SOP reviewed/updated? Morrthl¡, l'evie'n' and Lrpdates.

n ¡lo(a) ls a suspense sYstem in Place?

CHP 4538 (Rev B-07) Page 1 Destroy Previous Editions
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DEPARTMENT OF CALIFORNIA,HIGHWAY PATROL

AREA.MANAGEMENT EVALUATION
AREA PROCEDURES AND LOGAL ORDERS

CHP 4538 (Rev oPt 009

2. LOCAL DIRECTIVES

CORREC'I-ED

a. Other methods utilized by commanderto provide written instructions to Area personnel? Briefìng items

EVALUATED

0s11412008

3. LIMITED DUTY ASSIGNMENTS

a. ArecornmanderandstaffawareofcontentsofHPMl0.T, lnjuryandlllnessCaseManagemenlManual,

CORRECTED

Vl Yes fl r.ro
Chapter B, relating to limiied dutY?

b. What types of duties are assigned to those on limited duty? Area SOP neecls t'evisioll on Linlited Dttt¡' att¡rnn.'tntt'

c. How many employees are currently on limited duty status? I

CORRECTED

4. OTHER PROCEDURES

a. What methods does Area use to report highway defects? Officers shall submit a Melnolandum to Area addressing the

EVALUATED

0s/1412008

defects/hazards. ChaPter' 24

b. Are Area personnel aware of procedures in HPM 10'4, Citizens' Complaint lnvestigations Manual? M Ye. Eruo

('1) What procedure is followed for receiving citizen's complaints? Notif, on dury ol on call supervisor"

! ves Mno(2) ls there a system to identify complaint-generating behavior?

M Y"t E trto
(3) Are complaints classified properly?

(4) What are the most common errors in complaint investigations? Complaint Coding.

c. What procedure is in place to handle iraffic complaints? Traffic complaints are docutnented by dispatch tlren forwalded to the

ser.geants office. The shift sergeant will assign an offrcel to investigate and complete a traffic cotlplaitrl fol'nl that is filed in se|geants

office,

d. How are employee absences reportediverified? Employee notifies ou dury ol on call supet'visor. Supervisol llotes absence on

nrastet' schedule.

e. ls there a central listing of employees with approved secondary employmenl requests? E Y"t Mruo

(1) Are supervisors aware of regulation5 in HPM 10.3, Personnel Transactions Manual' chapter 14? M yes fl ruo

f. How are cameras assigned? Each officer.assignecl to a Resident Post is assigned a carnera. Area officers checl< out a cantera dut'ing

blielìng.

CHP 4538 (Rev B-o7) Page 2 Destroy Previous Editions c453b707 kp
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-

(1) What type(s) of cameras are used? Digital and 35 lnm'

Vl Yes fl t'to(2) Are photos in file of good quality?

S. Who is responsible for ambulance/low truck inspections? Ofñcer Fennel l/Offì cel' Robetts

Ml v"t fl ¡lo(1) Are inspeclions uP-to-date?

(2) ls the responsible employee knowledgeable of applicable policies and regulations? MJ v"t fl xo

I Y"t Vl ¡to(3) Are random inspections conducled?

(4) ls Area in compliance wilh HPM 81.2, Vehicle Procedures Manual, chaplerT? MÌ Yes Eruo

(5) How are officers and communications operators advised of tow trucks/ambulances that are removed

from service? Ar.ea Tow/Anlbulance Officel notifies Alea Supervision and Dispatch Supervisors

M yes Enoh. ls there securiiy for Area personnel rosters?

(1 ) WhatisAreapolicyregardingthereleaseofpersonal telephonenumbersandaddresses? The Area does not pennit release of

personal telephone numbers and addresses,

(2) Who regularly receives Area rosters? All Area employees'

i. Has the Area established proper employer/employee relations? M Y"" E tto

(1) Does commander show a personal interest in dealing with employee representatives? M Yes ENo

(2) ls there a bulleiin board for employee association items? M ves Eno

M ves I tttoj. Are damaged uniform articles inspected and repaired/replaced?

(1) Who coordinates inspection andior disposal of unserviceable items? Sergeant Lau'soll'

MJ Yes Iruo(2) lf appropriate, are damages collected?

Ml v"" E tttok. Are vacation slots consistent with Area operatìonal needs?

l. ls the squad club in compliance with departmental policy and olher mandated requirements concernlng

records and accountabilitY?
Vl ves I no

M Yes Eruo
m. ls there a system in place to ensure accountability for directives?

(1) How are employees returning from extended absences provided updated information from directives? Ernployee's are sent to

the Acadetr¡, for le-tlainirrg.
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n. Who is responsible for the review of Ieports submitted by field officers? On dut¡' Sergeant'

f1l Yet !ruo(1) Are supervisors made aware of superior or deficient reports?

(a) How is this accomplished? CFIP 35 Cot'rection lolm'

Ml v"t [ruoo Does Area have written guidelines for overtime usage and control?

Vl Yes Eruo(1) Are these controls effective?

(2) Do overtime provisions comply with collective bargaining unil agreements? Ml Yet D tto

Vi v". I tto
(3) Are CHP 415s, Daily Field Record, complete and accurate?

(4) Who may authorize overtime? On dufy /on call Supelvisol

(5) Are CHP 90s, Report of Court Appearance - Civil Action, completed and submitted in a timely manner? Mi Y"t DNo

(6) Do employees understand the 24-hour clock policy in regards to completing CHP 415s' Daily Field Record? VJ yes [ruo

(7) Who maintains court and subpoena logs? Officel Landrum'

M ves trruo(8) Are local controls sufficient to properly manage overtime?

M Yes ! tto(a) ls CTO held within proper limits?

(b) Does the Monthly Attendance Report (MAR) agree with the cHP 4'15s, Daily Field Record? M ves Iruo

(c) Do all CHP 415s, Daily Field Record, have a supervisor's signature? M Yes I tto

M ves Eruo(d) ls the MAR signed by the commander?

Al.ea ueeds to define duties for ernployee's that are piaced on limited duty'

Al.ea needs to cl'eate a system to track and identify complaint generating behavio:'.

The Yrel<a Area does not have a squad club.

Thele rvas no l'ecord of anl' ¡¿p¿onl ambulance inspections perforrled''
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Memorandum

Date: July 9,2008

To: Northeur Division

u uJ¡lr wJJ,

FTOM: DEPARTMENT OF CALIFORNIA HIGHWAY I,ATROL
Yl'eka Area

FileNo.: 145.13322.10178

Subject: AREA PROCEDURES AUDIT CORRECTIONS

The following items were identifred duling an Alea Examination of Critical Functions:

1. Area needs to dehne duties fol employee's that are piaced on limited duty. The AIea

SOp was revised to include instructions for injured employees on limited duty status.

(ChapteL 6),

2. Area needs to cr.eate a system to track and identify complaint generating behavior. The

Ar.ea SOP was revised to include atracl<ing and suspense system to address common

complaint generating behavior. (Chapter 9).

3. Area had no recold of any random ambulance inspections performed, The Area SOP was

revised to direct the Special Duty Officel assigned ambulances inspections to randomly

inspect eacli ambulance bi-annually' (ChapteL 28)'

4. The final item addressed the proper recording procedules for the Area Squad Club. The

yreka Area does not currentl),have a Squad Club, No cot't'ective action was talcen.

If you have any question please contact me at (530) 841-6006'

FRANI( H. PARRISH JR. CaPtain

Commauder

CHP 51WP (Rev 11-86) OPI 076
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9. COMPLAINTS

Personnel ComPlaints

Non-supervisory personnel shall direct all personnel complaints to a supervisor. lf a

supervisor is not available obtain and relay sufficient information so a superylsor can

make contact with the complaining party Supervisors will comply with the HPM 10'4,

Chapter 3, for policy/ procedures on handling personnel complaints.

The Area Office Supervisor will review the complaint log quarlerly to identify

complaint generating behavior. lf there is a common trend identified the Office

Supervisoiwill notifyithe Area Commander The Office Supervisor will suspense the

quarlerly inspection.

This form is to be used to record a citizen's report of violations (traffic complaints).

The employee taking the complaint shall fill in the upper porlion of the form, including

the nature of the coñplaint. The complaint form will then be routed to the appropriate

shift supervisor.

The shift supervisor will indicate appropriate routing, request documentation, and assign a

suspense date approximately ten (10) calendar days in the future. The original form will

be routed to the Office Manager for suspense file'

On the suspense date the original form will be routed to the shift supervisor for review and

completion. f¡.'e cornpleted complaint form shall be filed in the "Traffic Complaint" binder

located in the Sergeant's office, for future reference'



28. AMBULANCE / TOW VEHICLES

L Ambulance

Requests for ambulance services shall be routed through the California Depaftment

of Forestry. The special duty officer assigned to inspect ambulances will randomly

inspect 
"u"ry 

ambulance bi-ânnually and record the inspection in the appropriate

folder located at the Area office.

2. Tow Vehicles

All provisions and directions of the Tow Service Agreement (TSA) regarding the

rotation of tow service request shail be adhered to by uniformed personnel in the field

and dispatch personnel. The following delineates local procedures for rotation tow

request:

Notwithstanding a special request for a specific tow operator or tow service plan

carrier (e.g. AAR, Good samaritan, etc. ) all tow service requests shall be rotated

among ìfrõr" rotation tow service operators within the specific tow service zones

estabñshed by the Area commander. This would include a multiple vehicle incident

at which there is a need for more than one rotation tow service'

should there be only one rotation operator within the zone from which the call

originated, that opeiator would have first call for all rotation requests in that district

tnat tne operator'is able to handle in a timely manner. Any calls for service that the

operator could not respond to, or handle, would then go to an available rotation tow

operator in an a joining tow service zone within that cHP area.

As prescribed by the TSA, nothing in this or

Supervisor from requesting a specific tow

necessary resources to clear ahazard as e

from the tow company currently at the top

should be utilized during snow or other emergency operations.

concerns involving any tow service related problems shall be documented on a

memorandut ,nd-rrbmitted through channels to the Area Commander'

Revised 07107



6, SPECIAL DUTY ASSIGNMENTS/LIMITED DUTY ASSIGNMENTS

The Area Commander shall make all special duty assignments. Generally,

assignments to special duty positions and/or functions will be based on the following:

a. The willingness of the person to perform the task'

b, The ability of the person to perform the task'

c. The person's demeanor and appearance'

d. The individual's past work history and performance'

Any person assigned to a special duty assignment may be removed at the discretion

of the Area Commander.

Generally, special duty assignments are four (4) years, assignment to the Siskiyou

County-Wide Narcotics Task Force is for thre e (3) years'

Limited Duty Assignments:

when an employee is placed on a limited duty assignment they will work in the Area

office at the direction of the on duty supervisor. Their assignments will be_based on the

nature and limitations of their injury, The injured employee's shift will be 0800-1700,

Monday thru Friday, unless othór arrangements are made with Area management'
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DEPAFìTIULNT OF ('.ALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUATION
AREA PROCEDURES AND LOCAL ORDERS

NUMBER

ls0
ÞATE

0610112008CHP 4538 lRev, B-07) OPI 009

INSTRUCTIONS: lndicateitemsreviewedbyplacingacheckinthe"Evaluated"boxandiorthe"ActionRequired"box. lfthis
forrn is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer

individual items with "yes" or "rìo" answers, or fill in the blanks as indicated. lf additional cornments are necessary, the information

can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,

accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

forrn can be completed in pen or pencil, and the Supplement can be handwritten if desired

EVALUATED BY

Sgt. G, J. Francis, #10756

TYPE OF EVALUATION

M Formal Evaluation E lnformal Evaluation

SUSPENSE DATE

FOLLOW-UP REQUIRED

IYes Mruo

! Correciion Report

BY

DATE

oa/r/or

L AREA STANDARD OPERATING PROCEDURES (SOP)
EVALUATÉD

Yes

ACTION REQUIRED

No

CORRECTED

a. Does SOP contain only local procedures essential to Area? M Yes Notr
b. Conflicts between Division SOP and Area SOP? tr Yes Mruo

c. SOP available for review? M Y". INo
(1) ls it current? M v"t Iruo

(2) Are orders necessary? M Yes ! ¡.lo

(3) Does SOP provide reference lo, yet avoid duplication of departmental policy? M Yut Eruo

(4) Conflict between SOP and departmental policy? Ll ves Mruo

(5) Orders clear and concise? M ves E tto

(6) ls table of contents currenVeffective? MYur INo

(7)

(8)

Logical division of maierial?

What system is used to assure each Area employee has read SOP?

Mv"r Ino

(9) Effective numbering and index system? M yes Eruo

(10) Position descriptions utilized in place of individual names? M Y". Ino
(11) How are SOPs distributed?

(a) Are they readily available? Ø Yes I tlo

(12) Who is responsible for review/revision?

(13) How often is SOP reviewed/updated?

(a) ls a suspense system in place?

CHP 4538 (Rev B-07) Page 1 Destroy Previous Editions
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2. LOCAL DIRECTIVES
CORRECTED

a. Other methods utilized by commander to provide wrilten instructions to Area personnel?

LIMITED DUTY ASSIGNMENTS

a. Are commander and staff aware of contents of HPM 10.7, lnjury and lllness Case Management Manual,
Chapter 8, relating lo limiled duty? I ves !ruo

b. What types of duties are assigned to those on limited duty?

c, How many employees are currently on limited duty status?

OTHER PROCEDURES

a. What methods does Area use to report highway defects?

b. Are Area personnel aware of procedures in HPM 10.4, Citizens'Complaint lnvestigations Manual? M Yut Eruo

(1) What procedure is followed for receiving citizen's complaints?

(2) ls there a system to identify complaint-generating behavior? M Yet Eruo

(3) Are complaints classified properly? M Y"t trruo

(4) What are the most common errors in complaint investigations?

c. What procedure is in place to handle traffic complaints?

d. How are employee absences reported/verified?

e, ls there a central listing of employees with approved secondary employment requests? M Y"t Iruo

(1) Are supervisors aware of regulations in HPM '1 0.3, Personnel Transactions Manual, Chapler 14? Eruo

CHP 4538 (Rev B-07) Page 2 Destroy Previous Editions
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(1) What type(s) of cameras are used?

(2) Are photos in flle of good quality? M Yes Eruo

g, Who is responsible for ambulance/tow truck inspections?

(1) Are inspections uplo-date? M yes E ¡lo

(2) ls the responsible employee knowledgeable of applicable policies and regulations? M Yes I tlo

(3) Are random inspections conducted? M Yes Iuo
(4) ls Area in compliance with HPM 81.2, Vehicle Procedures Manual, Chapter 7? M yes INo

(5) How are officers and communications operators advised of tow trucks/ambulances that are removed

from service?

h. ls there security for Area personnel rosters? M Yes Eruo

(1) What is Area policy regardingthe release of personal telephone numbers and addresses?

(2) Who regularly receives Area rosters?

i. Has the Area established proper employer/employee relations? M v"t E ¡lo

(1) Does commander show a personal interest in dealing with employee representatives? M Y"s nruo

(2) ls there a bulletin board for employee association items? M Yes Iruo

j. Are damaged uniform articles inspected and repaired/replaced? M Yes I ¡lo

(1) Who coordinales inspection and/or disposal of unserviceable items?

(2) lf appropriate, are damages collected? M Yes Iruo

k. Are vacation slots consistent with Area operational needs? M yes Iruo

L ls the squad club in compliance wilh departmental policy and olher mandated requitements concerning

records and accouniability? I Yes Eruo

m. ls there a system in place to ensure accountability for directives? Eruo

CHP 4538 (Rev B-07) Page 3 Destroy Previous Editions
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STATE OF CALIFORNIA

DEPAÉTMENT OF CALIFORNIA HIGHWAY PATROL

AREA MANAGEMENT EVALUAÏION
AREA PROCEDURES AND LOCAL ORDERS
CHP 45

n. Who is responsible for the review of reports submitted by feld officers?

(1) Are supervisors made aware of superior or defìcient reports? M Y"t !ruo
(a) How is this accomplished?

o. Does Area have written guidelines for overtime usage and control? M Y"t nruo

(1) Are these controls effective? M Yut INo
(2) Do overtime provisions comply with collective bargaining unit agreements? M Yes Ino
(3) Are CHP 4'15s, Daily Field Record, complete and accurate? M Y"t trruo

(4) Who may authorize overtime?

(5) Are CHP 90s, Reportof CourtAppearance- CivilAction, completed and submitted in atimely manner? M yes fl ruo

(6) Do employees understand the 24-hour clock policy in regards to completing CH P 415s, Daily Field Record? M yes I ¡lo

(7) Who maintains court and subpoena logs?

(8) Are local controls sufflcient to properly manage overtime? M Yes Ino
(a) ls CTO held within proper limits? M Y"t !no
(b) Does the Monthly Attendance Report (MAR) agree with the CHP 415s, Daily Field Record? M Yes [] tto

(c) Do allCHP 415s, Daily Field Record, have a supervisois signature? M Yes Ino
(d) ls the MAR signed by the commander? M Yes I tto
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A{TEA MANASEMENT EVALUATI ON
Châpter'2
AREA PROCEDURES AND LOCAL ORDERS

1, c. (1) The Area's Standard Operating Procedures are current and revisions are ongoing.

The last completed revision was February 2,2008.

L c. (8) Newly assigned personnel are provided access to the Area SOP for review by the

sergeant providing orientation, Additionally, there is access to copies of the Area SOP for

Uniformed personnel, Clerical personnel and Communications Center personneJ at all times in

the work location,

1. c, (11) Cunently, 9 copies of the Area SOP are distributed as follows: (1 copy) Area

Commander, (4 copies) Administrative and Field Sergeants, (1 master copy) Clerical OSS-I,

(1 copy) Resident Post Offrcers, (1 copy) Communications Center Public Safety Dispatchers and

(1 copy) Area Field Officers.

L c. (12) Resident Post Sergeant Gregory J. Francis, #10756, is the Area SOP coordinator. The

Area Commander assigns specific supervisors to complete revisions as necessary. The revisions

are forwarded to Sergeant Francis for final preparation and inclusion in the Area SOP'

1. c, (13) (a) The Area SOP is periodically by the Area Administration at Area Staff Meetings.

Updates and revisions are ongoing and replicate the method used by the Department to update

manuals and guides, To date, no suspense system is necessary, However, the Area Cornmander

suspense's emails to remind of needed updates or annual review.

2. a. The Commander utilizes memoranda and briefing items,

3. b. SpecialDuty/Clerical or Communications Center duties are included.

3, c, Currently, there are three personnel on limited duty, Two are assisting with Special

Duty/Clerical duties and the third in the Communications Center,

4. a. Olficers observing highway defects that require immediate attention contact the Area

Communications Center to advise the agency having jurisdiction for maintaining the highway

(Cal Trans, County Road Department, etc,). Offrcers observing potential highway problems

complete a memorandum to Alea, The Area Commander then advises the appropriate agency'

4. b. (1) If the Area receives a complaint, management is notified, determines if a Citizen's

Complaint exists, The information is passed along to the Area Commander who in turn will
assign the complaint to an investigator,

4.b, (2) On a quarlerly basis, Adverse Actions are discussed with Area personnel. Field

supervisors evaluate off,icers in the field and are alert for complaint causing behavior.

4. b, (4) Grammatical errors andlor omissions, Wording.

4. c. TrafÍtc complaints that are received at tire Area are documented on an AreaTraffic
Complaint Form, which was developed by Norlhern Division, and the complaint is then logged

by Special Duty and returned to the field supervisors for assignment, Traffic complaints are

routinely assigned to officers thlee (3) times,

CHP 4538 (Rev '1 -96) Page 5



AREA" MANAGEMENT EVALUATI ON
Cbapier 2
AR-EA PROCEDURES AND LOCAL ORDERS

4. d, On duty supervisors, when advised of an employee's absence, contact the employee for
clarification of the absence.

4, f, Field sergeants carry a35 mm and Polaroid camera. 35 mm cameras are assignedto Area
beat units, All Area resident post off,rcers carry state owned 35 mm cameras and either have

personally purchased and car'ry Polaroid cameras or have access to one state issued Polaroid

carnera at the Fort Bragg Resident Post facility. One digital camera is available for use by trained

personnel and is housed at the Ukiah Area office,

4, f, (1) 35 mm, Polaroid, and digital cameras.

4, g, Special Duty officers are responsible for ambulance and tow truck inspections, Currently
Officer Randy M. England, #15172, is responsible for tow truck inspections, while Officer
Marian T, Holcomb,# 12103, is responsible for ambulance inspections,

4. g.6) Ambulances and tow trucks that are removed from service are identified by the

respective Special Dufy ofhcer. E-mails and briefing items are provided to all employees to

ensure they are aware of the removal from service,

4, h, (l) Area does not release personal telephone numbers or addresses to individuals who are

not affiliated with the Area or Division Command.

4.h. (2) Updated Area Rosters are provided to all Area personnel via computer access, Printed

copies are maintained in security fìles,

4, i, The Commander routinely meets with the Area representative for Unit 5, Currently there is

no local Area representative for Unit 7. The Unit 5 Area representative is invited to Area staff
meetings,

4. j. Ãrea Administrative Sergeant David L Tafel, #12222, coordinates the inspection and

r epair h eplacement of damaged items,

4. l, The Commander meets with key members of the Squad Club to discuss squad club
opelations, Discussions covered the use of squad club operations guide, ftnances, Christmas
parties and the prohibition on accepting or soliciting donations from regulated entities such as

tow operators, ambulance, trucking companies, etceteras.

4, m. All directives are routed to required personnel. The Area maintains a Briefing Book and

new directives ale briefed by the supervisors, In line, briefing items and new directives are

forwarded to all resident post personnel,

a, m, (1) Employees returning from absences are lesponsible to re-familiarizethemselves with
ali briefing items, the Area SOP, and all directives, etceteras, that have been placed in their
pigeon holes,

4. n. Special Duty Officers assigned to accident review loutinely review collision reports.

Sergeants review and approve all felony and misdemeanor arrest t'eports, Additionally, both
Speciai Duty and Selgeants review major injurylfalality collision reports, The Area Commander
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completes final review of all major cases prepared for prosecution and all fatal\ty reports before

release,

4, o. (fi Overtime is only authorized by a supervisor and outside of grant or reimbursable

funding, authorization for use of ovefiime is frugal given the financial condition of the State,

Therefore, an operational need must exist for approval,

Sergeants and OiCs may authorizelhe usage of overtime; however sergeants may only sign

offrcers CHP Form 415 for overtime compensation.

a. o, (5) Additional procedures have been implemented to ensure form 90's are completed and

submitted within 48 tu's after appearance. Once a subpoena is accepted and served, a copy is

placed in a suspense file kept b¡, the clerical supervisor and then routed to a sergeant on the

appearance date to ensure it is submitted.

4, o. (7) Office Assistant II Natalie Grow, #410172, completes and maintains court and

subpoena logs,

a, o. (8) The Area Commander strongly monitors oveftime usage and initiates control to best

manage it. Non-uniformed overtime in the Communication Center has been limited to backfill
staffing at only the busiest hours, while a regular duty Dispatcher remains on duty alone during

the least busy hours. Grant overtime is strategically used to fill uniformed backf,rlls or special

enforcement deployments, prior to authorization of any Area ovefiime usage, The Captain and

Supervisors review the rnonthly leave balances report to monitor CTO accumulation to ensure

limits are not exceeded, Since the computerization of the CHP 415 documenlall4I5s are

reviewed by a supervisor and electronically signed and processed into the MIS s¡rstem, The Area

Commander routinely reviews and signs the MAR.
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NUMBÊR

13 -5

DA-TÊ

0512212008CHP 4538 8-07) OPt 009

INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information
can be placed on the CHP 454, Area Managem'ent Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

EVALUATED BY

Sergeant W.T. East, ID 9618

TYPE OF EVALUATION

I Formal Evaluation M lnformal Evaluation

SUSPENSE DATE

FOLLOW-UP REQUIRED

Ives Mruo

! Correction Report

BY

COMN,IANDER'S RÊVIEW

ql*Ll"^ , c t{r .;f'n f'r
1. AREA STANDARD OPERATING PROCEDURES (SOP)

EVALUATED

0512212008

ACTION REQUIRED

No

CORRECTED

a. Does SOP contain only local procedures essential to Area? M Yes INo
b. Conflicts between Division SOP and Area SOP? I Yet Mruo

c. SOP available for review? M ves fl ruo

(1) ls it current? M Y"t Eruo

(2) Are orders necessary? M Y.t [ruo

(3) Does SOP provide reference to, yet avoid duplication of departmental policy? M Y"s I t'to

(4) Conflict between SOP and deparlmental policy? D v"s Mruo

(5) Orders clear and concise? M Yes I tto

(6) ls table of contents currenUeffective? Mvu. Iruo

(7) Logical division of material? Mves Iruo

(8) What system is used to assure each Area employee has read SOP? Each employee is lequired to revieu,the SOP upon transfet

into the Redding Alea. All levisions at'e revier¡,ed during training days,

(9) Effective numbering and index system? M Yes f] t'lo

(10) Position descriptions utilized in place of individual names? M v.. Iruo
(1 1 ) How are SOPs distributed? The SOP is placed in the Conurand libraly, Sergeant's Offìce, briefing I oonr, colìlnrutticatiou

cer'ìter', cor.lnruuication supelvisols office, ancl the clelical unit.

(a) Are they readily available? M Y". Iruo

(12) Who is responsible for review/revision? Tlie Achniuish'ative Selgeant and Field Oper:atiol Offtcer ale responsible lor 1he

revieu, and./or l'evisions.

(13) How often ìs SOP reviewed/updated? Arnualll,. ol as needed to addl'ess policyiprocedule chanses

CHP 4538 (Re! 8-07) Page'1 Destroy Previous Ediiions
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CORRÊCTED

2. LOCAL DIRECTIVES

a. Other methods utilized by commander to provide written lnstructions to Area personnel? Bliehng itenx, Management

EVALUATED

05/22/2008

Memorandunx.aud lnfomation Bulletins.

LIMITED DUTY ASSIGNMENTS
EVALUATED

05/22i2008

a. Are commander and staff aware of contents of HPM 10.7, lnjury and lllness Case Management Manual,

Chapter 8, relating to limited duty? M Y"t Ino
b. What types of duties are assigned to those on limited duty? Scheduling, overtime allocations, fìling of special project paperwor'tr1,

Chapter Lrspections, geuelal staflr.r,olk as needed.

c. How many employees are currently on limited duty status? 2

OTHER PROCEDURES
EVALUATED

05/?212008

a. What methods does Area use to report highway defects? CHIN, TMC, Redding Comurunication Centel dispatch to CalÍans,

super-visol notifi cations, and At'ea Comnandet' uotifications.

b. Are Area personnel aware of procedures in HPM 10.4, Citizens'Complaint lnvestigations Manual? M Y"t [ruo

(1) What procedure is followed for receiving citizen's complaints? The policy contained in HPM 10.4.

(2) ls there a system to identify complaint-generating behavior? M Y"t Ino
(3) Are complaints classified properly? M vut Iruo

(4) What are the most common errors in complaint investigations? Commas.

c. What procedure is ìn place to handle traffic complaints? Redding Area iras a Special Enforcenlenl Unit r¡,hich ìmmediately

handles all tmffic complaints. The TrafÏrc Con-rplaint database has been in place for B years.

d. How are employee absences reporled/verified? Revieu'ofStd634Tepo1'ts. Confìt'nrilrgphonecallsorvisitsiltheabsencers

questionable.

e. ls there a central listing of employees with approved secondary employment requests? M v"t Iruo

CHP 4538 (Rev 8-07) Page 2 Destroy Previous Editìons
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(1) What type(s) of cameras are used? 35mm and personal or'r,ned digital carr.relas.

(2) Are photos in file of good quality? M v". fl tto

S. Who is responsible for ambulance/tow truck inspections? Tlie Tow/Ambulance offi cer.

('l ) Are inspections up-to-date? M Yes I ttlo

(2) ls the responsible employee knowledgeable of applicable policies and regulations? M Yut Eruo

(3) Are random inspections conducted? M Yes I tlo

(4) ls Area in compliance with HPM 81.2, Vehicle Procedures lVanual, Chapter 7? M Yes I tto

(5) How are officers and communications operators advísed of tow trucks/ambulances that are removed

from service? The conllrmication center and tlie ñeld persomel are notified in uniting and E-mail.

h. ls there security for Area personnel rosters? M Yes I ¡lo

(1) What is Area policy regarding the release of personal telephone numbers and addresses? No information is reieased. The

per-somrel r-nay select to have theil infomration leleased on a case-b1,-case basis.

(2) Who regularly receives Area rosters? Managels and supervisols. The CAD systeru itt the commturication center.

i. Has the Area established proper employer/employee relations? M Y*t Iruo

(1) Does commander show a personal interest in dealing with employee representatives? f, ves Iruo

(2) ls there a bulletin board for employee association items? M Y"t I t',lo

j. Are damaged uniform arlicles inspected and repairedlreplaced? lZ Y"t Iruo

(1) Who coordinates inspection and/or disposal of unserviceable items? The supervisors.

(2) lf appropriate, are damages collected? M Y"t I tlo

k. Are vacation slots consistent with Area operational needs? M Y"t Eruo

ls the squad club in compliance with depaftmental policy and other mandated requirements concernlng
records and accountabiliiy? M ves Fno

m. ls there a system in place to ensure accountability for directives? M Y"t I t'to

(1 ) How are employees returning from extended absences provided updated information from directives? Thel' ¿¡s requi'ed 1o

read the briefing items al.rd check theil E-mail
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n. Who is responsible for the review of reports submitted by field officers? The sergearrts.

(1) Are supervisors made aware of superior or deficient repoñs? M yes []ruo

(a) How is this accomplished? The Accident Revier¡, officer notes all superior and defrcient repofts. He plovides the

infonlation 1o the respective shift sergeant

o. Does Area have written guidelines for overtime usage and control? Mv"s Iruo

(1) Are these controls effective? M Yes Ino
(2) Do overtime provisions comply with collective bargaining unit agreements? M ves I tio

(3) Are CHP 415s, Daily Field Record, complete and accurate? M Yet INo
(4) Who may authorize ovefiime? Supervisors and rnauagers.

(5) Are CHP 90s, Report of Court Appearance - Civil Action, completed and submitted in a timely manner? M y". ! tto

(6) Do employees understand the 24-hour clock policy in regards to completing CHP 41 5s, Daily Field Record? M Ves !ruo

(7) Who maintains coud and subpoena logs? Cierical subpoena clerk.

(8) Are local controls sufficient to properly manage overlime? M Y"t Iruo

(a) Is CTO held within proper limits? M v"s I ttto

(b) Does the Monthly Attendance Report (MAR) agree with the CHP 415s, Daily Field Record? M Yes f tto

(c) Do all CHP 415s, Daily Field Record, have a supervisor's signature? M Y"s Iruo

(d) ls the MAR signed by the commander? M ves E tto
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INSTRUCTIONS: lndicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required" box. lf this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

EVALUATED BY

R. Koetting, ID 11671

TYPE OF EVALUATION

E Formal Evaluation Ml lnformal Evaluation
FOLLO\¡/-UP REQUIRED

n ves M t'¡o

1. AREA STANDARD OPERAT|NG PROGEDURES (SOp)

a. Does SOP contain only local procedures essential to Area?

SUSPENSE DATE

07110/2008

CORRECTED

M Yu" trruo

! Correction Report

BY

COMMANDER'S REVIEW

b. Conflicts between Division SOP and Area SOP? E yes Mruo

c. SOP available for review? M Yes !ruo
(1) ls it current? M yes Eno
(2) Are orders necessary? M v"s I tlo

(3) Does SOP provide reference to, yet avoid duplication of departmental policy? M Yes X t'to

(4) Conflict between SOP and departmental policy? E Yes M tto

(5) Orders clear and concise? Mves Eruo

(6) ls table of contents currenUeffective? M ves ! ¡lo

(71 Logical division of material? Mv"r !no
(8) What system is used to assure each Area employee has read SOP? Newly reporLìng employees are required to revier¡, fhe

SOP. Revisions to the SOP are bríefed. Personnel foklers contain signed admonition indicating the SOP has been read.

(9) Effective numbering and index system? M Yes E ¡to

(10) Position descriptions utilized in place of individual names? M Yes Ino
(11) How are SOPs distributed? One copy in the selgeant's office, one copy il the briefing roouq and the SOP is available f'or

levierv orr the computers.

(a) Are they readily available? M ves Eruo

(12) Who is responsible for review/revision? Sergeant Koetting (60-S3).

(13) How often is SOP reviewed/updated? Anmrally, or as needed.

(a) ls a suspense system in place? trno

CHP 4538 (Rev 8-07) Page 1 Destroy Previous Editions
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2. LOCAL DIRECTIVES
CORRECTED

a. Other methods utilized by commander to provide written instructions to Area personnel? Iìriefrng :iterns, e-rnails, posting orr

bulletin boalds.

LIMITED DUTY ASSIGNMENTS

a. Are commander and staff aware of contents of HPM 10.7, lnjury and lllness Case Management Manual,
Chapter 8, relating to limited duty? M Yes Iruo

b, What types of duties are assigned to those on limited duty? Aruwering telephones, revising rnanuals, equipment ancl supply

ilventories, special studies, assisting clerical ald special cluty with leview ancl frling.

c. How many employees are currently on limited duty status? None.

4. OTI-IER PROCEDURES
CORRECTED

a. What methods does Area use to report highway defects? Highway clefècts are immediately reporlecl to either Caltrans or the

appropriate corrnty road department tluough CHP dispatch, with follow-up telephone calls and rvt'itten clocumentatiorr.

b. Are Area personnel aware of procedures in HPM 10.4, Citizens' Complaint lnvestigations Manual? M ves Iruo
(1) What procedure is followed for receiving citizen's complaints? All ernployees are trained to plovide complaintants with a CjHP

240 B or I) form and put them in contact r.vith a supervisor. If contact with a sr.rpet'visor is uot wanted, a CIIP 240 is stil1 providecl.

(2) ls there a systém to identify complaint-generating behavior? M ves Dno
(3) Are complaints classified properly? M ves I ¡¡o

(4) What are the most common errors in complaint investigations? The most cornnlon elrors are minor glammatical errors that are

nolmally discoverecl and cotrectecl prior to the final le¡lort being submittecl to Divisiorr.

c. What procedure is in place to handle traffic complaints? A traffic complaint form is contpleted wheu a trafhc complaint is

receivecl. 'Ihe completed folm is given to the applopliate beat officer to iuvestigate. T'he officer notes what actjon u,as taken to address

tlrc complaint. A sergeant reviews thc completc'd forrn, and if the action is satisfactory, the complaint form is f,rled by the Special Duly

Oflìcer. Sergeant or special duty ofhcer shoulcl l'ollorv-up wíth the complainant to ensure collcerns have been adcl¡essecl.

d. How are employee absences reportediverified? Enrployees telephone a supert'isor when they become aware thal they will be

absent. If the sick leave usage is three days or rnole, a doctor's rrote is requirecl to verify the use of sick leave. Patterns detrolstrating

excessive use ofsick leave.

e. ls there a central listing of employees with approved secondary employment requests? M yes fl tto

(1) Are supervisors aware of regulations in HPM 10.3, Personnel Transactions Manual, Chapter 14? M Yes Xno
f. How are cameras assigned? A camet'a is assigned to each enfc¡rcernent vehicle. A carìrera is assignccl to the sergeants, and anothel'

call1el'a is assignecl to the Special Duty Oflicer for nse in his Public Äffàils finctions.
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(1) What type(s) of cameras are used? 35ru1 film camejias are assignecl to the enforcemelt vehicles. Digital carneras are

assignecl to the sergeants and the Special Duty Officer',

(2) Are photos in file of good quality? M Yut !ruo
S. Who is responsible for ambulance/tow truck inspections? Thc Special Duty Officer handles tou, inspections. The Area cloes not

have any prirrate anrbulance companies.

(1) Are inspections up-to-date? M Yes INo
(2) ls the responsible employee knowledgeable of applicable policies and regulations? M Yes Eruo

(3) Are random inspections conducted? M Yes Eruo

(4) ls Area in compliance with HPM 81.2, Vehicle Procedures Manual, Chapter 7? M Y"s Eruo

(5) How are officers and communications operators advised of tow trucks/ambulances that are removed
from service? In dre event of a removal, clispatch and the offìcers rvoulcl be aclvised by e-mail ancl the removal woulcl be

briefecl.

h. ls there security for Area personnel rosters? M Yes Iruo
(1) What is Area policy regarding the release of personal telephone numbers and addresses? 'felephorre numbers and addlesses

are not rcleased to the public. Rosters ale kept in secule areas uot accessible 1e 1þ6r public and are locked aftcr business houls.

Each roster is marked as being conlidential. Obsolete rosters are required to be shreddecl.

(2) Who regularly receives Area rosters? Supervisors and the Dispatch Center to use for call-outs.

i. Has the Area established proper employer/employee relations? M yes Eruo

(1) Does commander show a personal interest in dealing with employee representatives? M Yes E t'¡o

(2) ls there a bulletin board for employee association items? M ves trruo

Are damaged uniform articles inspected and repaired/replaced? M Yes Eruo

(1) Who coordinates inspection and/or disposal of unserviceable items? Special Duty Of-frcer u'ith supervisol approval.

(2) lf appropriate, are damages collected? M Yes INo
k. Are vacation slots consistent with Area operational needs? Ø Yes ENo

l. ls the squad club in compliance with departmental policy and other mandated requirements concerning
records and accountability? M Yes E ¡to

m. ls there a system in place to ensure accountability for directives? M ves n ¡lo

(1) How are employees returning from extended absences provided updated information from directives? E,rnployees retulnirg

to lvttrk û'our any absencct ¿1g ls,quìred to lcvierv and initial any nrissed briefing itenls. The employecs ale also reqr,riled to chcrck

e-niail i'or any updates or inl'ormation senl elec[onically.
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n. Who is responsible for the review of reports submitted by field officers? Sergeants review all arrest reports ancl levieu'rnany

collision reports after they are levieu,ed by the Special Duty Officer.

(1) Are supervisors made aware of superior or deficient reports? M Yes nruo
(a) How is this accomplished? A CIIP -553 forrn is attached to evcly collisiou tcport and is fonvarded b), thc Special Duty

Officer to the appropriate sergeant as needed.

o. Does Area have written guidelines for overtime usage and control? M v". Eruo

(1) Are these controls effective? M Yes E ¡lo

(2) Do ovedime provisions comply with collective bargaining unit agreements? M Yes I tt¡o

(3) Are CHP 415s, Daily Field Record, complete and accurate? M v". nruo

(4) Who may authorize overtime? Thc Cormnander and supen'isols.

(5) Are CHP 90s, Report of Court Appearance - Civil Action, completed and submitted in a timely manner? M Y"" I t'¡o

(6) Do employees understand the 24-hour clock policy in regards to completing CHP 415s, Daily Field Record? M yer n ¡lo

(7) Who maintaíns court and subpoena logs? The clerical staff maintains thc coult and subpoeua logs.

(8) Are local controls sufficient to properly manage oveftime? M yes nruo

(a) ls CTO held within proper limits? M ves Druo

(b) Does the Monthly Attendance Report (MAR) agree with the CHP 415s, Daily Field Record? M yes n ¡lo

(c) Do all CHP 415s, Daily Field Record, have a supervisor's signature? M ves f] t'to

(d) ls the MAR signed by the commander? M Y". Iruo
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INSTRUCTIONS: lndicateitemsreviewedbyplacingacheckinthe"Evaluated"boxand/orthe"ActionRequired"box. lfthis
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

EVALUATED BY

Sergeant Todd Gan

TYPE OF EVALUATION

E Formal Evaluation Ml lnformal Evaluation

SUSPENSE DATE

FOLLOW-UP REQUIRED

f-l Yes M t'lo

! Correction Report

BY ,z/,0 i-;fu,- -( z/ /,-u
1. AREASTANDARD OPERATING PROCEDURES (SOP)

EVALUATED

X
ACTION REOUIRED CORRECTED

a. Does SOP contain only local procedures essential to Area? M ves Iruo
b. Conflicts between Division SOP and Area SOP? ! v"s Mruo

c. SOP available for review? M v"s E t¡o

(1) ls it current? M Y"t Iruo
(2) Are orders necessary? M Yes Eruo

(3) Does SOP provide reference to, yet avoid duplication of depafimental policy? M Yu" Iruo
(4) Conflict between SOP and departmental policy? I yes Mruo

(5) Orders clear and concise? Mver E ruo

(6) ls table of contents current/effective? M Yu" Eruo

(7) Logical division of material? Mve. ENo

(8) What system is used to assure each Area employee has read SOP? Newly assigned employees review the SOP and

acknowledge their understanding during the Area orientation and annually thereafter during the CHP I l8 process,

(9) Effective numbering and index system? M Y"t ENo

(10) Position descriptions utilized in place of individual names? M Y"t E t¡o

(1 1) How are SOPs distributed? Hald copies of the SOP are located in the Commander's office, sergeants'office and the briefìng

room. An electronic copy of the SOP is nlaintained on the Area file server'.

(a) Are they readily available? M Yu" Iruo
(12) Who is responsible for review/revision? Sergeant Linda Chadd is the Area SOP Coordinator.

(13) How often is SOP reviewed/updated? Annually and/or when necessary due to policy revision.

(a) ls a suspense system in place? !ruo
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CORRECTED

2. LOCAL DIRECTIVES

a. Other methods utilized by commander to provide written instructions to Area personnel? The primary means of communicating

other directives is through the use of briefing items. Deparlmental e-mail is utilized as a secondary method.

LIMITED DUTY ASSIGNMENTS

a. Are commander and staff aware of contents of HPM 10.7, lnjury and lllness Case Management Manual,
Chapter 8, relating to limited duty? M Yes E tlo

b. What types of duties are assigned to those on limited duty? Scheduling, audits, report review, and other miscellaneous

non-enforcement related duties.

c. How many employees are currently on limited duty status? One uniformed supervisor.

PROCEDURES

a. What methods does Area use to report highway defects? Area supervisors have a well established liaison with CalTrans and

County Roads maintenance supervisors, Defects or signing problems are repofted directly to these supervisors.

b. Are Area personnel aware of procedures in HPM 10.4, Citizens'Complaint lnvestigations Manual? M ves Eruo

(1) What procedure is followed for receiving citizen's complaints? Citizens' complaints are directed to the on-duty supervisor or

Area Commander for acceptance, investigation, and documentation,

(2) ls there a system to identify complaint-generating behavior? M Yes Eruo

(3) Are complaints classified properly? Mves Eruo

(4) What are the most common errors in complaint investigations? A review of the Area complaint investigations indicates they

are substantially error free. This is due in pafi to a rigorous review process and the Area Commander's direction to closely follow

the examples and policy contained in HPM 10.4, Citizens'Complaint Investigations manual.

c. What procedure is in place to handle traffic complaints? Area utilizes an electronic traffic complaint log maintained by the

clerical staff. The complaint is forwarded to a supervisor for assignment to a shift, investigation, follow-up and feedback to the

complainant.

d How are employee absences reported/verifìed? Absences are repofted directly to a supervisor when available. If a supervtsor is

not available the employee repofts the absence to dispatch. An annotation is made on the master schedule in the briefing room and

sergeants'log. Verification is accomplished consistentwith departmental policy and reported viathe Std 634, Absence and Additional

Time Worked Reporl.

e. ls there a central listing of employees with approved secondary employment requests? Mv"s !ruo
(1) Are supervisors aware of regulations in HPM 10.3, Personnel Transactions Manual, Chapter 14? M Yes []no

f. How are cameras assigned? Cameras are available to supervisors and beat officers. Accountability is maintained through the use of

an equiprnent log on the daily beat schedule.
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(1) What type(s) of cameras are used? Digital, 35MM and Polaroid.

(2) Are photos in file of good quality? M Y"t Druo

g. Who is responsible for ambulance/tow truck inspections? Special Dufy Officer Pat Hufton.

(1) Are inspections up-to-date? Ø Yes Eno

(2) ls the responsible employee knowledgeable of applicable policies and regulations? M Yut Xruo

(3) Are random inspections conducted? M vet Eruo

(4) ls Area in compliance with HPM 81.2, Vehicle Procedures Manual, Chapter 7? M Yu. ENo

(5) How are officers and communications operators advised of tow trucks/ambulances that are removed
from service? Through briefing items and departmental e-mail.

h. ls there security for Area personnel rosters? M ves INo
(1) What is Area policy regarding the release of personal telephone numbers and addresses? Area SOP complies with HPM 40.4,

Information Security, and HPM 11.1, Administrative Procedures Manual. Personnel have been briefed astothe confidentiality of

this material. Outdated rosters and work product are destroyed by cross shredding.

(2) Who regularly receives Area rosters? Redding Communications Center and Area personnel.

i. Has the Area established proper employer/employee relations? MYes Eruo

(1) Does commander show a personal interest in dealing with employee representatives? M Yes ENo

(2) ls there a bulletin board for employee association items? Ø ves Iruo
j. Are damaged uniform articles inspected and repaired/replaced? M Yes [ruo

(1) Who coordinates inspection and/or disposal of unserviceable items? Area supervisors,

(2) lf appropriate, are damages collected? M Yes Eruo

k. Are vacation slots consistent with Area operational needs? M Y"t nruo

l, ls the squad club in compliance with departmental policy and other mandated requirements concerning
records and accountability? M yes Eruo

m. ls there a system in place to ensure accountability for directives? M Y". Eruo

(1) How are employees returning from extended absences provided updated information from directives? Briefing items,

depaftmental e-mail, and selgeants' ride-along.
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n. Who is responsible for the review of reports submitted by field officers? Collisions are reviewed by Special Duty with the exception

of fatals which are also reviewed by sergeants and the Area Commander. Arrest repofts are reviewed by sergeants.

(1) Are supervisors made aware of superior or defìcient reports? M Y"t Eruo

(a) How is this accomplished? Reporl conections are returned to supervisors for review and filing in the CHP 100 form file to

assist in annual performance appraisal evaluations.

o. Does Area have written guidelines for overtime usage and control? M Yes Eruo

(1) Are these controls effective? M Yes n ¡lo

(2) Do overtime provisions comply with collective bargaining unit agreements? M Yet Iruo
(3) Are CHP 415s, Daily Field Record, complete and accurate? M Y"s Druo

(a) Who may authorize oveftime? Area sergeants and the Area Commander.

(5) Are CHP 90s, Report of Court Appearance - Civil Action, completed and submitted in a timely manner? M yer f] ruo

(6) Doemployeesunderstandthe24-hourclockpolicyinregardstocompletingCHP415s,DailyFieldRecord?MYes It¡o
(7) Who maintains court and subpoena logs? Clerical staff.

(8) Are local controls sufficient to properly manage overtime? MYes INo
(a) ls CTO held within proper limits? Mv"r Eruo

(b) Does the Monthly Attendance Report (MAR) agree with the CHP 415s, Daily Field Record? M ves E ¡lo

(c) Do all CHP 415s, Daily Field Record, have a supervisor's signature? Mves Eruo

(d) ls the MAR signed by the commander? Mves Iruo
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INSTRUCTIONS: lndicateitemsreviewedbyplacingacheckinthe"Evaluated"boxand/orthe"ActionRequired"box. lfthis
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individu¡al items with "yes" or "no" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired,

Trinity River Area
EVALUATED BY

Sgt. S. Howaû#14012

TYPE OF EVALUATION

I Formal Evaluation M lnformal Evaluation

SUSPENSE DATE

0111012008
FOLLOW.UP REQUIREO

E ves M ¡lo

! Correction Report

BY

COMMANDER'S REVIEW

7fl4Ç
DATE

u/ts/cS
1. AREASTANDARD OPERATTNG PROCEDURES (SOP)

evxu2¡Ío
Yesl

ACTION REQUIRED

No.

CORRECTED

a. Does SOP contain only local procedures essential to Area? Mver Iruo

b. Conflicts between Division SOP and Area SOP? E yes M tlo

c. SOP available for review? M Yes E t¡o

(1) ls it current? M Yes I tto

(2) Are orders necessary? M Y"s ENo

(3) Does SOP provide reference to, yet avoid duplication of departmental policy? M Yes I ¡to

(4) Conflict between SOP and departmental policy? trv". M ruo

(5) Orders clear and concise? M Yes []ruo

(6) ls table of contents currenUeffective? M v"s Eruo

(7) Logical division of material?

(8) What system is used to assure each Area employee

Mv"r Eruo

has read SOP? Each employee is requited to read the SOP when ftrst

reporting to Area. Revisions to the SOP are placed in the Area briefing book for review.

(9) Effective numbering and index system? Mves nNo

(1 0) Position descriptions utilized in place of individual names? M Y"s Eruo

(1 1) How are SOPs distributed? One is placed in the sergeant's office, one is placed in the briefing room, and one is in the clerical

office. The master is kept on the computer and the OSSI is the only ernployee with writing rights.

(a) Are they readily available? M Y"t INo
('l 2) Who is responsible for review/revision? The Alea sergeants ale lesponsible fol review and revision.

(13) How often is SOP reviewed/updated? The SOP is leviewed quarlerly and updated as necessal] when changes occur.

(a) ls a suspense system in place? trno
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CORRECTED
2. LOCAL D¡RECTIVES

a. Other methods utilized by commander to provide written instructions to Area personnel? The briefrng book, e-rnail, and direct

presentation during brief,rngs and training days,

LIMITED DUTY ASSIGNMENTS

a. Are commander and staff aware of contents of HPM 10.7, lnjury and lllness Case Management Manual,
Chapter 8, relating to limited duty? M Ye" Eno

b. What types of duties are assigned to those on limited duty? Duties consist of performing administrative related assignments.

c. How many employees are currently on limited duty status? One selgeant is curently on limited duty.

CORRECTED
4. OTHER PROCEDURES

a. What methods does Area use to report highway defects? Due to the small, rural nature of Area, personnel work closely with

Cal-Trans and counfy roads personnel. Roadway defects are immediately reported to the appropriate agency.

b. Are Area personnel aware of procedures in HPM 10.4, Citizens'Complaint lnvestigations Manual? M Yes Eruo

(1) What procedure is followed for receiving citizen's complaints? Complaints are taken in accordance with the provisions as

outlined in HPM 10.4, chapters I and 3.

(2) ls there a system to identify complaint-generating behavior? M yes Iruo

(3) Are complaints classified properly? M Y". Eruo

(4) What are the most common errors in complaint investigations? Due to its size, Area does not generate alarge number of

complaints. During the past 5 years, Area had an average of one citizen complaint per year. Therefore, there is not enough data to

generate an error picture.

c. What procedure is in place to handle traffìc complaints? Area has a locally generated form used to document traffic complaints.

These complaints are then given to the appropriate shift sergeant fol assignment to road personnel. The form has a space to document

what action was taken to resolve the issue. The complainant is re-contacted and advised of what actions were taken,

d. How are employee absences reported/verified? Employee absences are documented in the sergeants log and on the schedule. In

addition, an e-mail is sent to the clerical staff, sergeants, and cornrnander, advising of the absence. The Redding Communication

Center is also notified.

e. ls there a central listing of employees with approved secondary employment requests? M Yes Euo

(1) Are supervisors aware of regulations in HPM 10.3, Personnel Transactions Manual, Chapter 14? M Yes ENo

f. How are cameras assigned? Cameras are assigned to vehicles. One officer is assigned the collateral duty of tracking and assigning

the cameras.
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(1) What type(s) of cameras are used? Digital cameras as well as older 'point and shoot' type cameras. One Polaroid camera is

still used for evidence purposes.

(2) Are photos in file of good quality? M Yes Iruo

g. Who is responsible for ambulance/tow truck inspections? The Area special duty officer is assigned this task.

(1) Are inspections up-to-date? M ves I ¡lo

(2) ls the responsible employee knowledgeable of applicable policies and regulations? M Yes Iruo

(3) Are random inspections conducted? flves Iuo
(4) ls Area in compliance with HPM 81.2, Vehicle Procedures Manual, Chapter 7? Mves Eruo

(5) How are officers and communications operators advised of tow trucks/ambulances that are removed
from service? The special duty officer would place a briehng item in the briefing book, as well as send out an e-mail. The

Redding Communication Center would be advised by phone.

h. ls there security for Area personnel rosters? Øves E ruo

(1 ) What is Area policy regarding the release of personal telephone numbers and addresses? Personal phone numbers and

addresses are not released.

(2) Who regularly receives Area rosters? The commander, sergeants, clerical staff, and uniformed personnel.

i. Has the Area established proper employer/employee relations? Mves Eruo

(1) Does commander show a personal interest in dealing with employee representatives? Mv"s Iruo

(2) ls there a bulletin board for employee association items? Mves Iruo

j. Are damaged uniform articles inspected and repaired/replaced? flYes E no

(1) Who coordinates inspection and/or disposal of unserviceable items? The Area training sergeant nonnally makes anangements

to replace unserviceable items. New items al'e ordered by the OAII.

(2) lf appropriate, are damages collected? Mv"r ! ruo

k. Are vacation slots consistent with Area operational needs? Mves E ruo

L ls the squad club in compliance with departmental policy and other mandated requirements concerning
records and accountability? L,¡lq, Eves Druo

E Yet Iruom. ls there a system in place to ensure accountability for directives? NI
(1) How are employees returning from extended absences provided updated information from directives? Employees are

directed to review the briefing book for any updates during their absence.
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n. Who is responsible for the review of reports submitted by fìeld officers? The thlee field sergeants review arrest reports. The special

duty officer reviews accident reports.

(1) Are supervisors made aware of superior or defìcient reports? M Yes Iruo
(a) How is this accomplished? This is accomplished by use of the CHP form 553. In addition, due to the small size of the

office, the special duty officer has daily contact with the sergeants, enabling hinl to pass on information in atimely manner.

o. Does Area have written guidelines for overtime usage and control? M Yes Eruo

(1) Are these controls effective? M Yes Eruo

(2) Do overtime provisions comply with collective bargaining unit agreements? M Yes I t'¡o

(3) Are CHP 415s, Daily Field Record, complete and accurate? M Yes Iruo
(4) Who may authorize overtime? Sergeants and the commander.

(5) Are CHP 90s, Report of Court Appearance - Civil Action, completed and submitted in a timely manner? M Y"" I ruo

(6) Do employees understand the 24-hour clock policy in regards to completing CHP 4'l 5s, Daily Field Record? M yes E ruo

(7) Who maintains court and subpoena logs? The Area OAIL

(8) Are local controls sufflcient to properly manage overtime? fl ves E t'to

(a) ls CTO held within proper limits? Mves f ruo

(b) Does the Monthly Attendance Report (MAR) agree with the CHP 415s, Daily Field Record? M ves ! tto

(c) Do all CHP 415s, Daily Field Record, have a supervisor's signature? M Y". fruo
(d) ls the MAR signed by the commander? M Yes f] t'lo

Note- Section 4, sub-section l, dealing with squad clubs, does not apply to Trinity River Area. Alea does not maintain a squad club.
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